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Recruiting Telephone Ideas for the Future 
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What will the tel me Oo I C1 embers of CPPD discu 


Will thev stand 


Bell System’s new Customer Products Planning Division So, when an idea looks promising 
working models are developed and 


designed by the Bell ‘Telephone Lab 


new ideas for ever-better telephone equipment and service. — 0"tories, built by Western Electric 
Company, and tried out in homes or 


has the fascinating job of generating, screening and testing 


office I hus no bets are missed, and 
Here in this quict room is shaped tomer Products Planning Division to 


io mnportant part of the future of find out. And to select for develop 


no costly mistakes are mad¢ 


I'his is yust one reason for the sue 
cess of Bell System's continuing pro 


gram of research for ever-better 


the telephone ment and production those items 


lor here are gathered together that peopl really want 


from many sources the hundreds No idea seems too farfetched for telephone service 
of new engineenng and styling ideas careful consideration by this hard 


even the “screwball notion: : headed but hopeful group ’ 
from which the telephone of to- They go on the premise that even & 
HIOTTOW will he developed a poo! idea Way park dl good One 


n / the ri P le sthe 
Which are good? Which are bad? ind that vou never know how good Working together to bring people together 


It is the responsibility of the Cus an idea is until you try it. Bell Telephone System 
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“Automating” your office procedure 


might provide the answer 


Order processing time at Reynolds Vetals was 
cut from days to hours by an “automated” Order 
matic Service System. A customer's order received 
anywhere in the country now can be converted into 
a written production order at any one of Reynolds’ 
plants and acknowledged in a matter of hours—an 


operation that once took days. 


Orders are sped by facsimile, Western Union o1 
Private Teletype, then processed automatically. Spe 
cially designed forms by Moore are used throughout 
the system. Reynolds reports shorter processing 
time, improved shipping notice, faster accumulation 
of order statistics, and reduced workload of sale 


men, sales sery ice and produ tion « ontrol pel ~Cririe | 


Moore Business Forms, the largest company in 
its field. has deve loped procedure with Automated 
Data Processing—or ADP—which have proved ol 


value to both small business ind large 
r 


Voore makes no ADP machine 
phan the proper ADP system fon 


imnipoly analyze 
youl problem 
your busine designs and manufactures form 


eeded tor maximum efleienes 


Call the Moore Man — he’s listed in the telephone 
directory. Over 300 ofhees and factorie wross the 
[2 S.. Canada. Mexico, Caribbean and Central 
America. Or write Moore Busine borms, Ine. at 
Niagara Falls, N.Y 
Calif. No obligation, of course 


Denton. Texas. or Emeryville 


re 


ow 
MOORE BUSINESS FORMS Ye 


December 1957 








‘There are several reasons why the new Olivetti Tetractys is the most 


advanced of all desk calculators: It combines caleulations without inter 
mediate figure re-entry. Lt processes business figurework at high speeds 
formerly associated only with non-printing calculators, and completes 
all caleulations by printing results on tape. [thas an automatic constant 
and a memory. It has two registers for automatic accumulation. It has 
a single, simple LO-key keyboard. Olivetti Corporation of America 
40 Fifth Avenue, New York 36, New York 


olivetti 
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MANAGEMENT POLICIES 


Connecticut General's New Offices 

20 Ways to Cut Costs to Meet 1958's Challenge 
How Rockwell Unifies Control 

Sears Spurs Urban Renewal 


COST AND PROFIT CONTROL 


When a Customer ‘Blows His Top”’ 
Hurry Up With Those Costs! 
Punched-Tape Billing Smooths Work Flow 
Poor Sales-Plant Liaison Costs Money 


METHODS AND PROCEDURES 


Good Systems Staff Is Big Moneymaker 

Visual Aids Can Tell Employees Complicated Pay Story 
Yuletide Brings Out the Music in Industry 

Use Caution in Psychological Testing 

New Systems and Equipment 
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WHILE BEING 


MOVED 


Typewriter & Business 
Machine Stands 


DURING 


hal ‘ll 


Fy PIV 
"QUIET? 


y¥ SILENT STEEL TOP is undercoated. 


¥ Retainers, guide bars and feet are 
cushioned. 


: ‘Why so 


J/Casters and feet of soft rubber. 


Only LUXCO Stands 


Offers so many ‘‘No Noise” Guarantees 


po I] “a 
se MH A 


A Complete Line of Stands, Steel Chairs 
and Stools and o Deluxe Personal File 


BADGER inc. 


LA CROSSE, WIS 


| Department, 25 Beaver St, New York 4 NY 


Where you can get to know us better and we can 
keep you informed of our plans to serve you better 
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Two Points of View 


NE of the things about men 
O who call the signals in busi- 
ness that I never have been able to 
quite understand, is how they reach 
uch widely different decisions from 
the same facts 
kor example: A few weeks ago 
one of the largest companies in the 
office equipment industry drasti 
cally cut back its advertising 
Later, I learned the directors 
wanted to cover their dividends 
“more comfortably.” 
About the same time, 
large company —a competitor of 
increased 


another 


the one just referred to 
its last-quarter advertising 100 per 
cent. “Sales are going to be harder 
to come by next year,” the sales 
manager explained, ‘so we are 
hitting the market with everything 
we have now.” 

It has always seemed to me that 
the time to advertise is when you 
most need business and not, as so 
many directors seem to feel, when 
profits are spilling over and you are 
getting more business than you can 
handle. What some of us forget i: 
that it takes twice as much fuel to 
start a locomotive after it has 
stopped than if the engineer had 
kept it going 


Who Is Kidding Whom? 


Last month I mentioned that we 
are going to publish a directory 
of “Management Consultants and 
Business Services” in February. 

As a subscriber to AB, you will 
get a copy with your subscription. 
Just a little “plus” service, But 
there seem to be some 
sional” firms who don't want to be 
‘“nonadvertis- 


“profes 


listed because of the 
ing” rules of their association. 

One such firm admitted being 
anxious to have us refer prospec 
tive clients to them, since they had 
a consulting division with some 100 
persons, but they couldn't adver- 
tise. It wouldn’t be pure! 

I have the greatest respect for 
the professions, but I wonder if 
playing hard-to-get has not out- 
lived its usefulness, at least as fat 
Profes- 


as business is concerned 


sional men join plush country clubs 
wine-and-dine prospective clients 
mail out reprints of articles, join 
Rotary, and do all sorts of things 
in the hallowed name of “good 
public relations.” But they wouldn't 
think of advertising. Is it cricket? 
They want people to think they are 
not seeking new clients. Do they 
think they are kidding anyone? 

If it is all right ethically for a 
consultant to take a prospective 
client out for an evening and invest 
a hundred dollars for dinner at the 
Stork Club and tickets to “My Fai 
Lady,”’ what is so wrong about his 
firm spending the same sum fo! 
straightforward advertising? After 
all, informative advertising is a 
public service. Good advertising is 
simply gor jusiness insurance, A 
profession: rm with a consulting 
organization is just as much a busi 
ness as an Office overload service 
Why should it not use the same 
methods of keeping its name before 
the public? 

And since when has truthful ad 


vertising become a business sin 


The Biggest Waste of All 


The mechanization of business 
that is steadily going forward has 
tended to make manayvyement men 
waste-conscious, That is good. But 
most of their thinking is directed 
at waste of time and materials. Yet 
the greatest of all wastes in busi 
ness, and one that few of us think 
enough about, is the waste in un 
exploited potentials of average hu- 
man beings. 

Nearly all of us are capable of 
doing much more than we eve! 
attempt. We are too easily satisfied 
with what we are doing. And that 
isn’t good. 

Russ Hill, in his article, “Moti 
vating the Management Team” 
(November 1957 AMERICAN Bus! 
NESS), pointed out how important 
it is for a company to have a 
compensation plan that will make 
its executives want to run some 
where just as fast as they can. Most 
of us just want to go places sitting 
down. 
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Executive compensation is at the 
heart of most of the problems of 
management. It can make the dif- 
ference between a dynamic man- 
agement team and a smugly satis- 
fied team. It is so important right 
now that a group of AMERICAN 
BUSINESS readers took time out to 
sit down for three days at the 
Americana in Miami Beach and 
participate in a workshop meeting 
under the leadership of John Hark- 
ness and a team from the manage- 
ment consulting firm of A. T. 
Kearney & Company, of which he 
is a partner. It was a Dartnell- 
sponsored conference, and I feel 
confident it will make a real contri- 
bution to dynamic leadership in 
business this coming year. 


The Emphasis Is on Men 


This conference at the Ameri- 
cana, and the one Dartnell is spon- 
soring at the same hotel Decembet 
2 to 4 on “Building the Management 
Team,” under the leadership of Dr. 
Robert N. McMurry and his as- 
sociates, is designed to put more 
emphasis on developing the latent 
capacity in the executives who com- 
prise the management team, What 
could be more important in 1958? 

To quote Russ Hill: “Sending 
men to college or putting them into 
executive training is not enough. 
Neither is it enough for the young 
executive to merely put in the 
hours, cultivate the right people, 
and belong to the right clubs. 

“When an executive team is ‘up,’ 
there are really no problems—only 
challenges—and nothing is impos- 
sible. When it is down, all the ex- 
perts in the world are of little 
avail. Knowing what ails a business 
is one thing. Finding those who 
can cure it is another.” 

Russ Hill continued: “The com- 
pany that puts as much emphasis 
on dynamism in its executive family 
as it does on automation in its 
plants will write new, brilliant 
records in the years ahead. That is 
the kind of a company to tie into, 
personnally or financially. Such are 
usually referred to as ‘growth’ com- 
panies, but the growth possibilities 
are not all in bricks and mortar.” 

No truer word was ever written. 
I am happy to add that the editors 
of AMERICAN BUSINESS are proud 
of doing what they can to help thei: 
readers, who are executives, to 
grow—so that they, in turn, can 
help their business to grow. 


~~ 
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OBSERVATIONS 


For Years the familiar exhortation 
has been sounded: Top manage- 
ment should work more closely 
with advertising departments and 
agencies, Yet there is still plenty 
of room for improvement, Item: On 
Thursday, November 14, the Balti- 
more & Ohio Railroad asked per- 
mission to shut down its New 
York-Baltimore passenger service. 
This news was prominently re- 
ported in New York City news- 
papers Friday morning, which also 
carried ads placed by the railroad, 
headlined: “B&O is the way to 
leave New York.” The ad alluded 
to the railroad’s diesel service be 
tween New York and Baltimore. 


Prosperity Can be perilous for the 
poorly managed company. This 
slightly startling observation was 
made by Dr. A. M. Woodruff, di- 
rector of University of Pittsburgh's 
Bureau of Business Research. 

“In periods of prosperity, some 
executives tend to become com 
placent,”” Dr. Woodruff declared. 
‘They overlook dangerous manage- 
ment traps that are always ready 
to ensnare the unsuspecting.” 

The university bureau has re 
cently completed a two-year survey 
of some management pitfalls. Here 
are some of the findings: 


1. Sloppy, incomplete records 
contributed to financial ruin for 90 
percent of the business failures 
studied. 


2. Obsolete product lines, inade- 
quate diversification, and poor co 
ordination between sales and pro- 
duction shove many companies 


along the road to insolvency. 


4. Prompt, accurate cost-ac 
counting procedures are essential 
if a business is to withstand com- 
petition and rough economic 


weather, 


Business failures, Dr. Woodruff's 
studies disclosed, are largely self- 
inflicted, Good times can mask poor 
financial and sales planning and 
zeneral administrative efficiencies. 
But businessmen can’t expect a 
general economic updraft to waft 
their earnings ever higher. 


There ls at least one man in Ameri- 
ca who can look at a calendar this 
month and not have to hurriedly 
calculate the number of shopping 


6 


OF OUR ROVING REPORTERS 


Want a Peek? 


days ‘til Christmas. He’s Marvin E. 
Smith, executive vice-president of 
the National Association of Variety 
Store S 

Mr. Smith's gifts, remembrances, 
and greetings to business associates 
arrived on Novernber 28, an ap- 
propriate day, indeed, on which to 
thank professional friends for their 
help and support 


Brainstorming took quite a berat- 
ing in Los Angeles last month. 
Bernard Benson, president of the 
Benson-Lehner electronics company 
in that city, told a gathering that 
brainstorming ranks so low as a 
problem-solving device that ‘you 
have to go downstairs to see the 
needle,” 

The brainstorming procedure of 
seating people in a room and having 
them blurt out ideas about a prob- 
lem is now being taught in more 
than 1,000 colleges and universities 
as well as in the Army and Air 
Force. Mr. Benson thinks that this 
is terrible 

“Brainstormers,” he 
“have a great deal of fun and 
avoid the terribly difficult job of 
using their brains. The whole 
keyed-up routine is nothing but 
sheer escapism that tricks people 
into thinking that they are getting 
something for nothing.” 


declared, 


When Connecticut General Life 
Insurance Company was construct- 
ing its new home office (see p. 9), 
a full-scale temporary mock-up 
building, 60 by 72 feet was built. 
It exactly represented a_ typical 
office section of the building-to-be. 


Interior finishes, lighting, office ar- 
rangements, furniture, partitions, 
and many other details were tested 
under real conditions. 

Time, Inc., has utilized the same 
technique in planning its new 
offices, which will be in the Time 
and Life Building now under con- 
struction in New York City. De- 
signs for Business, Inc., which is 
designing, planning, and laying out 
the new offices, has constructed a 
pilot installation in the present 
Time and Life Building. Depart- 
ment heads and clerical employees 
are subjecting the area to direct 
testing. 


Three Members of the AMERICAN 
BUSINESS staff were in New York 
City for the 49th National Business 
Show, October 28 to November 1. 
All report that the exhibition con- 
tained a number of new and im- 
portant developments in office ma- 
chines, equipment, systems, and 
services; and that traffic through 
the displays was heavy and inter- 
ested. Exhibitors that had some 
thing new, or had used imagination 
to present not-so-new items were 
drawing the heaviest action 

Two weeks after the show was 
over, one office equipment manu- 
facturer confided to an AMERICAN 
BUSINESS editor that his company’s 
exhibit had “generated an unprece 
dentedly large number of leads and 
inquiries.” 


Last Month the National Labor 
Relations Board ruled that the 
Fleming Manufacturing Company 
of Cuba, Mo., had committed an 
unfair labor practice when it ended 
a coffee-break privilege without 
consulting its workers’ union. 

There has been developed, how- 
ever, an antidote to the coffee 
break habit. This radical innovation 
is the brain child of Col. John W. 
Hammond, commander of Fort 
Sheridan, Ill. He recently divulged 
his scheme in the post newspape! 
The colonel’s announcement read 

“Due to increased competition in 
which we now find ourselves with 
the Russians, and a keen desire to 
remain in business, we here at Fort 
Sheridan find it necessary to insti- 
tute a new policy. 

“Effective immediately, we are 
asking that somewhere between 
starting time and quitting time 
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and without infringing on the time 
usually devoted to lunch period, 
coffee breaks, rest periods, ticket 
selling, storytelling, vacation plan- 
ning, cigaret smoking, the rehash- 
ing of last night’s TV programs, 
and clean-up time, that each em- 
ployee, military and civilian, en- 
deavor to find some time that can 
be set aside and known as the 
‘work break.’ 

“We honestly believe that this 
idea has great possibilities.”’ 

Amen, 


Not Long Ago, the magazine 
Chemical Week published a profile 
of the average chemical company 
president. The composite picture 
reveals some interesting facts. 

Mr. Typical is 51.5 years old, has 
been president of his present com- 
pany for 7.5 years, has been with 
present company 21.1 years, has 
base salary of $65,400 a year, 
works 15.7 hours overtime a week, 
takes 3.4 weeks of vacation a year, 
and travels 6.3 days a month on 
company business. 

One most surprising fact is that, 
despite the highly technical nature 
of their business, chemical com- 
pany presidents join presidents in 
general in preferring a _ straight 
liberal arts course for young men 
seeking executive careers. Business 
administration tied with science 
and engineering as the second 
choice of the chemical company 
presidents. 


Cutting Cost corners has been a 
constant goal at Boeing Airplane 
Company, but it remained for the 
finance division to find a way of 
cutting costs by physically cutting 
corners. This trick was accom- 
plished when an alert supervisor 
figured out that a requisition form 
could be handled much faster by 
cutting off one corner than by 
stamping the form “Do Not Tabu- 
late.”” By using a large, print-shop 
paper cutter, as many as_ 1,000 
corners can be cut at one whack 
Time saved in processing thousands 
of the forms amounts to $1,500 a 
year saved for Boeing. 


Chicago's First new hotel in 25 
years, Executive House, will be 
something new in other ways, too. 
Because of the increasing trend 
among executives to travel with 
their families, all suites will have a 
semiresidential quality. 

The fully air-conditioned hotel 
will have 448 units, each with a 
1214- by 20-foot studio-living room, 
kitchenette, bath, and balcony 
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Somptometer 


new features 
make figuring easier... 


NEW Multiplication Key -—electric short cut 
multiplication even prints both tactors 


and answer on two easy-to-read tines 


NEW High Speed — 220 cycles por minute 
Over 30 faster than most other 10-key list 


ing machines 


NEW Dual-Purpose Lever —converts from 
multiplying to straight adding. 1ll-digit list 
ing — 13 totaling capacity 


NEW Color —smart “Autumn Tan." Easy on 
the eyes — blends with modern office decor 


NEW Variable Space Control —adjusts for 
single or double spacing 


NEW More Fiexible Keyboard — accepts new 


figures faster 


Pius these wanted features ~ Exclusive Auto 
matic Visi-Balance Window — Single Cycle 
Keys — Portability —Two Color Printing —Quiet 
Rotary Action —Streamlined Styling — Con- 
cealed Paper Roll 
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your own work. FREE 


Comptometer Corporation 

1717 WW. Paulina St, Chicago 22, tI 

in Canada: Canadian Comptometer, Ltd 

501 Yonge Street, Toronto 5, Ontario 
Arrange tree off rial for me or 
Send me literature or 
Comptometer Comptograph ''220M" 

Cor ptometer Customat 


Comptometer Commander 


New Comptometer Custom- Comptometer Cormmander 
atic — World's fastest way to insures accuracy in dicta 
figure now faster than tion. Lifetime Magnetic belt 
ever. Try it FREE on your saves far more than machine 
mown work See for yourself costs. See for yourself Zone. State 











New Work-Organized Desk (a beauty, too) is 


really amazing help in getting day's work done 


Leave it to a woman to quickly note and 
appreciate work-saving efficiency. But it’s the 
man behind the new Shaw-Walker Work- 
Organized Desk who profits. He gets away from 
the office earlier and is less tired. 

Ingenious Work-Organizing drawers provide 
space for letter trays, paper folio, card files, 
binders and other items that clutter the top of 


Built Like o@ 


Skyscraper” 


ficient as my streamlined kitchen hi 


His wife knows why he gets home on time now! 


ordinary desks. And imagine 
this! There’s even drawer space 
for your telephone and waste- 
paper. Really ingenicus! 

With the desk top clear and 
everything efficiently organized 
in the drawers you just can’t help but do more, 
easier. An office equipped with Work-Organized 
Desks is a far more efficient operation. 

The 292-page Shaw-Walker ‘Office Guide”’ 
pictures, describes and prices 86 models of 
color-styled Work-Organized Desks and 5,000 
other items. Ask our local branch store or 
dealer or write Muskegon 88, Michigan. 


Largest Exclusive Makers of Office Equipment 


Muskegon 88, Mich. Representatives Everywhere 


GHAW-WALKER 
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Aerial view of Connecticut General's new home office near Hartford, on a 275-acre tract to be left in a natural state 


for wildlife. Artificial lake in foreground uses spent water from air conditioner 


Also serves as emergency fire reservoir 


Connecticut General's New Offices 


—a Clerical Workshop 


By Charles F. Johnson 


T took just about a flat five years 
| for Connecticut General’s strik- 
ing home-office building to materi 
alize. Serious planning got under 
way in the spring of 1952; the 
company took occupancy last June 

It will take at least another year 
and evaluate the struc 
administrative 


to measure 
ture’s impact on 
efficiency and office-personnel cost: 
3ut so much hard, resourceful 
thinking was concentrated on these 
very factors—-two of the company 
important objectives in de 
signing the building——that an ir 
terim report is not only possible 
but quite profitable 
Externally, the building delight 
the eye. My visit took place on a 
mist-shrouded Novembe1 
afternoon. Except for a few oak 
and ash, the autumnal colors had 
faded. Yet the inauspicious weather 


most 


rainy, 
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Thirty young women are able 
to care for the dictation needs 
of the entire organization. Dic- 
tator merely picks up a phone 
and is connected with a re- 
corder. No special training is 
required, and the telephone 
dictation system is easy, and fast 


Mail is brought to each level of 
the main building by an auto- 
matic vertical conveyor. From 
there, mail is distributed to the 
various departments by electric 
trucks like the one shown 














Work area in the new building 
is grouped around one of six 
“‘cores'’ which conceal, besides 
stairways, coat closets, tele- 
phone booths, plumbing facili- 








ties, and electrical apparatus 
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issuing and servicing an insurance 
policy resemble an assembly-line 
operation in a factory. When the 
forms completed by the client and 
the salesman reach the home office, 
they travel through a series of de- 
partments—-underwriting, policy 
issue, and premium collection 
before being deposited in the files. 
Occasionally, during the life of the 
policy, it is removed for payment, 
changes in premium collection, 
loan processing, and so forth. After 
this processing, it again returns to 
the files. 

As these work patterns were 
brought together on paper, work- 
clusters began to appear that bore 
relations to other work-clusters. A 
summary of these studies was de- 
tailed by the building’s planners, 
showing square-foot requirements, 
excluding building ‘services and 
facilities. 

Previous experience in the old 
home office and analysis of the ideal 
work flow indicated that the work 
could be performed most smoothly 
in a sweeping horizontal motion. 
As Connecticut General's president, 
Frazar B. Wilde, observed, ‘The 
work does not want to go upstairs.” 
In addition, horizontal space is 
more flexible, more adaptable to 
future needs. 

After complex computations, a 
bar chart was drawn that showed 
the company needed just two kinds 
of working space: A large amount 
for operations that expand in more 
or less direct ratio to the growth 
of company business, and a small 
amount for operations that don't 
expand much as the company 
grows. 

The building reflects these find- 
ings and the fact that Connecticut 





The unique structure of Connecticut 
General's new building makes weath 
er information vital. Here engineer 
receives weather report via Teletype 
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There are no permanent walls or interior columns on the two upper levels 


Thus, two specially designed paneled partitions make a semiprivate office area 


General has two major divisions of 
business. group insurance and in- 
dividual insurance 

One division spreads out over 
one floor, the other over another 
The main level is partitioned off 
in keeping with the activities as 
signed there. Employee facilities 
take up a sizable section; the 
special needs of the medical depart 
ment, library, personnel depart 
ment, and tabulating division and 
printing department all are met on 
this ground-level floor. The lowet 
level houses boiler rooms, refrige! 
ation machinery, record storage 
supply, mail rooms, a 416-seat audi 
torium, and 12 bowling alleys 

In laying out the two majo! 
departments on such a large hori 
zontal scale, the planners had to 
proceed through uncharted terri 
tory: They found little precedent 
for office arrangement on such 
scale. One of their conclusion: 
provides a useful criterion for 
deciding whether files should be 
centralized or not. Whenever a 
Connecticut General file is used by 
a large number of departments, it 
is centralized; files needed and used 
largely in one immediate area are 
housed there 

The same rule of thumb was used 
in determining what books be 
longed in the library. The lawyers 
grumbled when they found that 
their tomes were to be located in 
the central library. Now they’re 
happy: They've found helpful soli 


tude in the library, away from the 


distractions and ringing telephone: 
of their own offices 


The central transcribing depart 
ment has two dictation systems 
Those who dictate large quantities 
use a telephonelike instrument that 
is wired directly to a unit of 22 
Gray recorders, The 500 employees 
who do only occasional dictating 
use their own conventional tele 
phones to dial into a bank of seven 
Gray recording machines. The 
transcribing pool has 30 employees 
in all and operates on two shifts 
Letters dictated one day are ready 
that day or early the next. 

Many of the ideas were tested in 
a 60- by 72-foot mock-up erected 
on the site. Tests proved that with 
proper furnishings, 144 square feet 
could be used as the private-office 
tandard instead of a planned 180 
to 200 feet 

The mock-up was also used to 
fest a rather revolutionary ceiling 
arrangement. This consists of a 
functional open baffle system on a 
2- by 6-foot module. Exposed are 
the fluorescent tubes as well as 
loud-speakers, conduits, fire sprin 
kler air-conditioning ducts, and 
ound-absorbing material, This unit 
also receives the upper ends of the 
partition posts 

These movable partitions, manu 
factured by The EF. F. Hauserman 
Company, have gone into mass 
production as the C. G. Partition 
Made of colored, translucent plastic 
the 6 by 7-foot panels provide the 

walls for a flexible partition 

tem that promises to have wide 
use 

Mail is handled by a single verti- 


(Continued on page 32) 
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THE DRESS SHOP 


JONESVILLE, ARK. 


Dear Sirs: 


December 1, 1957 


The shipment of ladies' jumpers arrived this 


morning. 


they numbers that I could sell. 


They are neither what I ordered nor are 


They are priced 


too high for my trade as you should know by now. 


You can have the whole shipment back and scratch 


our name off your customers’ list. 


When you get 


a system in your shipping department that will 
avoid getting your orders all balled up, so I can 
be sure of getting what I ordered and not some— 


body else's order, 


let me know. 


I haven't the least intention of paying for this 


merchandise, so don't send me any bills. 


All I 


want from you is a credit memorandum. 


Yours truly, 
John Jones 


Here is a complaint from an irate merchant who got the wrong shipment. He is 


a good customer 


How can the gripe be turned into a sales advantage? 


By Cameron McPherson 


HERE are three ways of dealing 

with complaints: You can laugh 
them off, you can give them the 
silent treatment and let nature take 
its course, or you can turn them to 
sales advantage. 

The first two courses are out be 
cause no businessman in his right 
mind would make a bad situation 
worse by treating a customer's com- 
plaint flippantly. To him, his gripe 
is a very important matter; and he 
wants action and he wants it fast. 
In any well-managed business, com- 
plaints from good customers get 
the VIP treatment. They are han 
dled by a ranking officer the same 
day they are received 

I don't hold with the theory of 
not answering a legitimate ‘“‘gripe” 
for a week or so to give the cus 
tomer a chance to cool off. Just let 
him get the idea you don’t give a 
hoot about his problem, and he will 
really cool off for good 

But don't give him the “surprised 
to learn” routine, or try to convince 
him that he doesn’t know what he 
is talking about, That only raises 
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his blood pressure. And for the 
same reasons, don't make excuses 
or try to fasten the blame on some- 
one else, There is no such thing as 
an excuse for failure; if you or 
the company have fallen down in 
some particular, admit it. If one of 
your suppliers or someone employed 
by you goofed, take the blame. 
After all, you engaged him; and 
you are responsible for his failure 
to perform just as much as if the 
failure was yours. 

It is a good idea to remember 
that you are dealing with a man 
who is mad-—-mad enough to blow 
his top. He doesn’t want explana- 
tions, excuses, or honeyed phrases, 
He wants to have you say: “You 
are right, we did slip; but here is 
what we will do to make it right.” 
That approach sets the stage for a 
meeting of minds, and usually ends 
with a friendly relationship more 
firmly established. Your customer 


-has found out that you are a square 


shooter, that you value his good 
will more than his money. He will 
respect you for any position you 


When a 


must take regarding his unreason- 
able demands. 

Let's have a look at this simple 
technique in action, Let's take for 
example the illustrated letter, pre- 
sumably written by an irate mer- 
chant to a New York clothing man- 
ufacturer. Two months ago this 
merchant gave the manufacturer's 
salesman an order to be shipped 
about Thanksgiving time. He was 
counting on receiving the jumpers 
in time for his Christmas sale. 
When the shipment arrived, it was 
not what he had ordered. He was 
really burned up. Being human, he 
sat down and told the manufacturer 
what he thought about him and 
his way of doing business. His 
letter, as you can see, was a sizzler. 

If you were that manufacturer, 
how would you have hancled this 
complaint? Would you hive tried 
to shift the blame on some “dumb- 
bell in the shipping department,”’ 
hoping that corny excuse would 
make everything all right? Would 
you have disregarded his outspoken 
criticism and told him to send back 
the merchandise and that, in the 
meantime, you would start tracing 
the other shipment? Or would you 
have been just as mad at him as he 
was at you, forgetting that getting 
mad never rings any bells on the 
cash register. 

Being a well-balanced business- 
man, you would do none of those 
things. You would first study the 
complaint to find the real cause for 
the man’s flipping his lid. In this 
case it was not so much the delay 
of getting the shipment replaced as 
the possible loss of profits caused 
the merchant by not having the 
goods to sell as early as he had 
planned, So your strategy is to re- 
move his fear of loss and put in its 
place the hope of gain, Let him 
hear the bell on his cash registe 
jingling. 

But before you can get him to 
hear the jingle of his cash register, 
you have to get him over the first 
hurdle—being mad at you. How? 
Thank him for taking the time to 
write to you, and let him know that 
you appreciate the suggestion he 
made about improving your system 
for double-checking orders. And 
you can say that sincerely because, 
on the face of what happened, your 
system for checking shipments 
against orders must be somewhat 
less than efficient. So admit it. That 
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will establish an area of agreement. 
You and your customer now agree 
that your shipping system needs a 
better checking system. 

So far so good. But your cus- 
tomer still wonders what you are 
going to do about it. So you meet 
that problem head on, too, Without 
any hedging, you tell him that a 
duplicate shipment of his order is 
already on its way to him by fast 
express and should arrive on the 
heels of your letter. That gets over 
the second hurdle, or should. 

The deck is now clear to turn the 
situation to your advantage. Re- 
ferring to his opinion that the 
jumpers in the first shipment are 
too high-priced for his trade: 

Tell him, if you can, about an 
other customer in a similar com- 
munity with the same type of trade 
who bought «x dozen of these quality 
jumpers for a window display. He 
wanted to determine if he was 
underestimating the desire of his 
customers for better-quality mer- 
chandise. He found, to his surprise, 
a great many townspeople had the 
idea they had to go to the county 
seat to get a better grade of clothes. 
But when his window of quality 
garments went in, they began to 
buy thern from him. As a result, he 
opened up an entirely new source 
of profits. 

The jingle of the cash register 
profit talk—-when skillfully han- 
dled, seldom fails to cause a mer- 
chant to stop, look, and listen, even 
if he has recently blown his top. 
By complaining to you, the buye! 
has given you an opportunity to 
help him. You would be a poor 
businessman, indeed, if you let the 
opportunity pass by simply making 
a cut-and-dried “ex planation” 
which all too often explains noth- 
ing and only starts an argument 

To help the customer make more 
money and at the same time get 
yourself an order, button up your 
letter by a concrete offer. Close 
with something that calls for a 
decision, for example: 


“Now, Mr. Jones, wouldn't it be 
worth a good deal to you to find 
out if you are underestimating the 
buying power of the good people 
in your town? If you are, it could 
mean an answer to your rising cost 
of doing business. 


“Just to prove we really appre- 
ciate your business, here is what I 
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“Blows His Top’ 


will do: Instead of returning the might have been unfair in “bawl 
entire shipment of jumpers, hold ing you out.’ 
out enough to make up a go d 2 The second task is to say some 


window display and return the rest 
Pay for those you keep after you 


thing, if you can do so sincerely 

that will satisfy his desire to make 

have sold enough to cover our bill you admit you were wrong and he 
“T have an idea you will be pleas is right 

antly surprised with the result of 3. The third step is to study the 


the experiment because it will es complaint in the light of all you 


Dear Mr. Jones: 


I can't understand how there could be any mix-up in 
filling your order for 15 dozen Ladies’ Jumpers. 


I checked with the shipping department, and was 
assured your order was filled properly However, 
mistakes will happen, and this could have been 
one of those times. 


May I suggest that you return the shipment and we 
will check with other customers to see who might 
have received the jumpers you ordered. 


Dear Mr. Jones: 


I appreciate your advising us so promptly of what 
evidently is a mix-up in filling the order you 
gave our salesman last fall. Our face is very red. 


I agree with you, of course, that there should be 
not only a check, but a double-check, on ship-— 
ments, and we are starting tomorrow to do as you 
suggest Thanks for the idea A duplicate ship- 
ment is on its way today by fast express. 


Here is a suggestion that you might wish to con- 
sider before returning the higher-priced garments 


Which of these two openings, answering the complaint featured on the facing 


page, would you say had the best chance of staging a ‘‘reconciliation''? 


tablish your store as the town head know about the customer, and find 


quarters for quality garments a a way to turn the complaint to sales 


well as a store noted for big values advantage 
Now, of course, all complaint Above all. be careful to avoid 
do not fall into the pattern I have becoming involved in an argument 
> t 0 ; j 
used as an illustration, But com The trouble with arguments is that 


plaints do have certain commot they are not negotiable at the bank 
points and call for the skillful use Talking in a lofty way about “our 
of sales strategy. Among these are policy” in ans wering letters of com 

1. The customer is angry you plaint is more apt to make the 
first task is to make him feel he ituation worse instead of better 








By Walter S. Athearn 


Fk your company has over 50 employees, you must 
| be alert to systems as a management function. For 
whether or not you have a systems man, most of the 
supervisory and administrative employees within your 
enterprise are doing systems jobs every day. 


Function 


A systems staff improves business management by 
applying creative thinking to problems of business 
communication, Its medium is usually paper work, 
the cheapest reliable means of communication, Its 
products are policies and procedures, systems studies 
recommending management action, forms designed to 
best utilize the printed medium, and flow charts to 
Clearly picture the sequence of steps in a procedure. 

If the function goes unrecognized, the work may 
somehow get done; but probably in an unskilled, hap- 
hazard way. Effective systems work takes a high 
deyree of management skill. It follows that when skill 
is necessary, a trained specialist is a good buy. 

What if the systems job does get done haphazardly? 
What's hurt? 

Profits are hurt, A good systems operation is a big 
money-maker, The systems man who saves his com 
pany less than $25,000 a year is not doing his job, and 
often $100,000 a year is closer to his value. Not many 
business tasks are so directly productive. 

When the Aero Division of Minneapolis-Honeywell 
began to realize this fact, top management decided that 
something should be done. The position of divisional 
systems administrator was established, with the ad 
ministrator reporting to the director of administration. 

Major task of the new post was to study the divi- 
sional systems picture that existed, study how systems 
groups operate in other companies, and propose an 
organizational plan of action, Management's criterion 
was that the administrator be a man of considerable 
ystems background; well versed in the practical, 
operating problems of the systems field and of the 
company. 

The proposal was developed, presented, and accepted 
by management, The research included not only Honey- 
well and its divisions, but several major systems de 
partments in companies throughout the United States 
and Canada, plus weeks of study, discussion, and re- 
vision, to arrive at the most workable result 

The conversion to a systems staff requires an active 
program of education, then endorsement by all execu 
tive levels within the affected departments. In Minne- 
apolis-Honeywell’s aeronautical division, the program 
now has entered the implementation stage. This article 
is based on that plan and the thinking behind it 


What Is an Effective Systems Staff? 


The carefully picked, trained, and skilled systems 
staff is a strong bridge that links daily company prog- 
ress to the long-range, broad-scope plans and _ policies 
of management, By its awareness of working problems, 
it conveys management's intent with the full co-opera- 
tion of the workers themselves, And by its creative 
approach, it often improves upon original plans. 

In a real sense, the systems staff is responsible for 
the network of company communications, written and 
verbal. between groups and departments, between 
management and the employees—linking present op- 
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Good Systems Staff 


erations of the organization to its future planning 

This is the concept of an effective systems staff. 

When systems men are not hand-picked, and train- 
ing is a stumbling, find-out-for-yourself affair; when 
management casts a jaundiced eye on the whole sys- 
tems operation, and little problems keep the systems 
man wrapped up in busy-work; the company gets only 
a minor assist from its systems staff. 


To Whom Should the Systems Staff Report? 


For the systems staff to reflect the corporate view- 
point, it must report to a person whose function and 
viewpoint are also corporate. This may not be the 
company president, but it should certainly be someone 
in the upper management circle. His allegiance should 
not be with a specialized segment of the company, such 
as manufacturing or accounting, for such an alliance 
would entangle the systems effort in the web of depart- 
mental specialized interests, 

To a detail man, a “line” manager, or one who 
directs a large clerical staff, the ways of the systems 
taff might seem illogical and confusing; for systems 
is a creative task in which the imaginative, sometimes 
blue-sky approach is common. Standard methods and 
cheduled results will hamstring its vitality. 

The staff should report to a man of some creative 
imagination, one who appreciates that creative output 
does not follow a predictable time schedule. He should 
know how to pick a capable manager, give him the 
help and backing he needs to do the job well, and then 
leave the details of the operation to him except for 
the matters of management policy and direction, and 
long-range planning. It may be better if his actual 
knowledge of systems work is limited. 

The man himself may be more important than his 
title. Generally, the functions of an administrative 
vice-president are best suited to head the systems 
effort, although the comptroller or other official may 
be effective if he can fully divorce his departmental 
bias from systems decisions. 

Systems sees each problem from management’s 
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‘Is Big Moneymaker 


point of view; yet, to accomplish the most, it must be 
close to the whole gamut of company activities 

The staff, through its systems manager, keeps oper 
the channels to company management. The means of 
keeping intimately in contact with daily operation 
at the factory and office level is more complex but just 
as Vital to the systems staff’s success. This is wher 
the planning of organizational relationships and of 
physical location of the systems men can make a 
world of difference. 


Organization 


There are, generally, two types of systems men: The 
general practitioner, responsible for all the efforts of 
a certain department or area; and the specialist, who 
probes certain fields in depth, such as reproduction 
equipment, tabulating systems, the special require 
ments of electronic data processing, and so forth. Fach 
reports directly to the systems manager and wort 
closely with the other systems men. 

Area Systems Men: By physically locating the ger 
eral practitioners in their respective areas in the c 
pany, they acquire the personal “feel” for the 
and its problems and are most available to the pe 
who are experiencing these problems. Yet 
direct job responsibility to the systems manage 
constant association with the other systems men, and 
by periodic staff meetings they can maintain the con 
pany concept over departmental narrowne Their 
greatest strength is in the intimate understanding the 
have for the area they are a part of and for the per 
sonalities that make it up. They are continuously 
working with these people and their problems, and are 
depended upon to best present the area need 
area and management decisions. 

Systems Specialists: Usually the system 
work for no particular area, but provide 
ability on certain types of problems. They w 
and through the area systems men, often co-ordinating 
the problems of factory or office with the reproductior 
department, with tabulating or electronic data proce 
ing, or with cost and financial requirement what 
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ilty requires, They are usually men 
systems background who have advanced 
and experience into these positions 
lrea Systems Men: Within the group of 
men are juniors, acquiring the basic year 
and experience, and whose training 
tion come from the area systems man 
and approves the results of thei 
icted upon 
men represent a particular depart 
departments may have two o1 
vorking together, small areas may share one 
With other area ese men have completed thei 
systems training and have up to five years of working 
experience in system 
The senior s man may head the system 
epartment, or he may work from 
departmentally on the tougher 
may be the right-hand man of 
the s IS Manager on company planning or o1 


problems of major reorganizational import, He 


usually has more than five years of heavy experience 
and his salary is in the range of the specialist 
Other Functions: Forms design skill is part of the 
training of every ystems man but except in the 
naller companies, much of the actual design work 
is handled by forms designers, who report to the sys 
tems manager and handle work from several system: 
men, Forms control is also their bailiwick; they ordet 
forms, control reorders, and see that the proper sy: 
tems man knows about the placement of orders for 
forms he may be concerned with, so that a form is not 
changed a week after a year's supply has been ordered 
Procedure writers are men with systems aptitude 
take the basic write-up of a system and turn 
it yj ‘f, grammatically correct procedure which 
understood by all levels of personnel 
A good procedure writer is invaluable; often he is a 
man Who is spotted for later advancement into the full 
cope of ystem Wor? 


Systems man (center) works out a revised manufacturing 


system with production people at Minneapolis-Honeywell 


Why Should Systems Men Report to a 
Systems Head? 
Which internal bias car 


man is controlled by the 


gy department 


iring and full control of systems men 


killed ir ystem 








“The systems man who saves his company less 


thau *25,000 a year ¢s 


} 


3. To allow for movement of systems men among 
departments, for better coverage, for more thorough 
experience, and for promotional opportunity within 
the systems group. It is important that staff members 
do not become stale 

1, To provide a systems staff for group efforts on 
major problem: 

9. To co-ordinate the writing and use of individual 
tudies, procedures, and equipment information for the 
benefit of the entire company 


Requirements of a Good Systems Man 


Behind any acquired trait, the systems man must 
have analytical ability, creative ability, and sales 
ability. He should have management potential, with 
the aptitude to advance well beyond the job for which 
he is hired 

His work will ve superficial if he bridles at detail, 
but he is just as useless if he can lose himself by the 
hour in statistical contemplation, In short, he must 
keep always on track, not detouring around some bitter 
detail nor wandering off tangentally when a door is 
left open 

He must be hard-nosed on occasion; but unless tact 
and patience are strong features of his personality, he 
can never have the co-operation and respect of the 
people he works with. Human relations is the most 
important single tool of systems. 

Common sense the ability to keep his perspective 
to sense the value and direction of his efforts——is his 
strong ally when the going is rough and the pressure 
heavy 

He is skeptical, trusting only cold facts, making 
unemotional decisions, being wary of the radical until 
he can justify it. 

Hie must have a sense of humor. Frustrations are 
inherent in systems work, and without this safety 
valve the job will sour him. Too often, perhaps, every 
systems man finds himself backed into a corner; some- 
times his only graceful way out is through humor. 

He will be a drag on the staff if he lacks real enthu- 
siasm for systems work, plus directed energy — plenty 
of initiative and a large capacity for hard work. 

A college education is almost a necessity, but in what 
subject engineering, liberal arts, business, whatever 

apparently makes no measurable difference. In his 
formal training he should have developed a good speak 
ing vocabulary and a simple and clear manner of 
writing 


Ways to Combat Ineffectiveness 


Even the best systems staff can lose its touch and 
become ineffective. Sometimes the weakening is hard 
to find; but unless it is located and corrected, the staff 
becomes impotent, its results superficial 

It may be the systems manager himself; he may 
lose sight of his goal, or fail to apply the strong guid 
ance the staff needs. He may, through his intense 
concern for a major project such as electronic data 
processing or a departmental reshuffling, get out of 
touch with some of his men. Or he may be resting on 
his laurels, 
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wot doing his Job... 


Management backing may become weak. Nothing is 
so damaging to staff morale as to work out a tough 
problem, get agreement and support clear to the door- 
step of management, then watch it wither and fade 
from inaction. 

The systems men themselves may cause the slump. 
Perhaps they become absorbed in small problems, lose 
their drive, or fail in the human side of problems and 
so lose the faith of the people they work for. Or they 
may be too willing to compromise a problem to avoid 
dissension, 

There are ways to counter these problems. Perhaps 
the most fundamental is that the reward of good in- 
come keep pace with growing abilities. Good men will 
not last without it. 

The training program should be a continuous thing, 
with new ideas continuously injected, discussed, and 
applied. Broadening a man’s experience by rotation to 
other areas or assignments keeps him on his toes and 
progressing 

But most of all, the staff must feel the constant 
stimulation of new and more challenging projects. 


What Is a Good Systems Man Worth? 


Systems has only recently begun to be recognized 
as a Skilled profession. Some companies still hire or 
transfer a man to the systems job, give him a desk, 
and tell him to go to work. This requires the least out- 
of-pocket expense to the company; it is also most likely 
to discourage management on the whole subject of 
systems. 

For such a systems man is a fire-fighter equipped 
with only a watering pot; when there is a problem to 
solve, he keeps busy without doing much of anything. 
The results of his efforts have no comparison, either 
in scope or in accomplishments, with the work of the 
trained and experienced professional. 

It costs more to hire a skilled systems man of man- 
agement caliber, for good management men are hard 
to come by. When you find one, his fee is likely to fit 
into this national picture: 


Trainee or junior—up to two years’ 


experience to $ 6,000 


Systems man—two to five years’ 


experience $6,000 to $ 8,400 


Senior systems man or systems spe 
cialist—-with over five years’ 


experience $7,200 to $12,000 


Systems manager —over five years’ 


experience $9,000 to $15,000 


Measure of a Systems Staff 


A good systems staff is dynamic; its impact on the 
well-being of the entire enterprise can be profound 
The accepted, successful staff finds itself in the midst 
of the compary’s long-range planning, its systems 
manager a working member of the top management 
team. And— perhaps the best indicator—-this systems 
operation is well regarded within the company by the 
employees themselves. 
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| is hardly news that something 
has been added to 


confronting every 


the dilemma 
profit-seeking 


American businessman. To the two 


horns——-continually rising costs and 
inflexible prices—-that have 
imperiling him, a third has 
been added: slightly slumping sale: 

Maybe a 
appears a bit incongruous, clumsy 
Its 


sharp. 


rather 
been 


three-horned dilemma 


horns, however, are real —and 

This may be discouraging new 
to a few, but the companies with 
tight now, did 


program 


control over costs 


not institute a “crash 


just a few months ago. (O1 ha 


as 
been suggested, hurriedly appoint 
a vice-president in charge of cost 
cutting.) The companies that will 
best weather the storm always ru 
a taut, up-to-date ship 

There 


among the Nation’s seasoned busi 


appears to be no pani 
nessmen over the gathering cloud 
Perhaps their attitude of 
placent composure 
epitomized by thi: 
Dr. Leland I. Doan, 
The Dow Chemical Company: “It 
is a that 
business is always a downhill coa 


uncom 
can be best 
observation of 
president of 
mistake to presume any 
or to kid ourselves that day by day 
way everything must in 
bette: 


There are bound to be some bump 


in every 


evitably get and better 
in the road.’ 


To learn what businessmen were 
vyoing to do 
the staff of AMERI 
has been asking a lot 
We 
came up with 20 answers 20 way 


and about 
this challenge 
CAN BUSINES: 
of executives a lot of questions 


doing are 


some shrewdly managed companié 
using to cut costs. In January 
AMERICAN BUSINESS will 
the other side of the profit-making 
How to 


are 
examine 
sales 


coin increase 
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METHOD NO ; fir rrough 


la ({Utp ite 


Chemi 


per ple 


the physi 


paying 


headquartet here in 


Mich 


MOKKOCOCH II 


To Meet 
1958's Challenge 


Datatron 
; I) ny ' nik Vi l! talled 
now accomplishing about 


i“ mipute ! 
about a yea 


month of com 


al’s policy 
aiid 1.000 man-hours a 
work with a crew of six 


Within a year, we 
LOO.O00 


putation 
exper ! 


doing man-hours 


it 
that 
on it 


beautiful part of iti 


can set up a problem 


ple at ou 
Midland 


ach week if i Wel 


n 2,000 pr 
hich would normally take perhaps 


lock the 


the morning 


00 hour to work door 


ind go home, and in 


ind chec} 


METHOD NO. 2 /ndustrial Auto 
Here Dow Chemi 

il’s experience is instructive, Dt 
“While the chemical 
already one of 
indu 


nation apvain 
in report 
dustry i the most 


iutomated of modern trie 


ve think that it can must 

Among othet 
offer the 
to the profit 


ently find 


and 
weconme more 0 
thingy thi 


| plausible 


probably 
answel 
queeze in which we pre 
irselve 


Many of 


depend for 


our chemical product 


their ery existence on 


iutomation in) proce control, It 


Have you re-evaluated employees 


hired during the tight labor market? 
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Try this: One company devotes 10 minutes of every sales 


Today, more than ever, businessmen 


are searching for a magic amulet 


to protect them against worsening 


economic seas. A ‘‘crash program” 


won't do what should have been “‘in 


the doing’ years ago. However, cor- 


rective measures, promptly applied, 


will go far to counterbalance 


J 


meeting to ways of making more effective sales calls 


would be impossible 
ty control our styrene process man 
ually with sufficient precision to 
produce acceptable material 
“Much of the reason our proces: 


for example 


of mechanization is being acceler 
ated is that, in recent years, wages 

or rather labor costs, which in 
clude not only what appears on the 
pay check, but all of the various 
indirect benefits as well-—have been 
rising out of proportion to the 
increase in productivity. This is a 
ituation that cannot exist over any 
extended period 

“In the future there looms an 
other influence that must be reck 
oned with. We face shrinkage of 
the actual work force in proportion 
to the total population. Thus, the 
prospect in the next 10 to 20 year: 
is that, proportionally, we shall 
have fewer people working fewe1 
hours. How, then, are we going to 
increase production in keeping with 
our growing wants and a growing 
population? 

“Since we apparently do not 
propose to do it with our hands, 
we will have to do it with our 
brains. We can only do it by a 
process of supermechanization that 
we now call ‘automation,’ ” 


METHOD NO. 3 Reorganization. 
Growing companies frequently out 
zrow established procedures, Then 
it’s time for a change. Because they 
are fundamental to so many othe 
things, organizational changes can 
be the hardest to make—and the 
most necessary. Take, for instance, 
the experience of a_ well-known 
Chicago electronics equipment 
manufacturer, 

Motorola, Inc., since its beginning 
back in the 1920's, had pretty much 
been the responsibility of its 
founder, the highly able and im 
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aginative Paul V. Galvin. Because 
of the need for greater concentra- 
tion and attention in all areas, the 
company was decentralized in 1956 
Three vice-presidents were made 
executive vice-presidents, a change 
in title that reflected the fact that 
they had become heads of three 
divisions created by the organi 
zational fission 

All divisions make and market 
electronics products only—but 
through entirely different channels 
S. R. Herkes, a Motorola vice-presi 
dent, used his company’s Consume! 
Products Division to illustrate how 
this reorganization into specialized 
divisions cut costs 

“When the corporation 
from centralized responsibility to 
staff-and-line, the Consumer Prod- 
ucts Division became one operating 
center, with the responsibility for 
delivering a reasonable profit re- 
gardless of the success or failure of 
the other divisions. This, of course, 
had the effect of making everyone 
in our group much more profit- 
conscious than in the past, and 


moved 


consequently very  cost-control 
conscious, 

“Frankly, we like to refer to our 
cost-cutting program as cost con 
trol, because our objective was not 
necessarily to arbitrarily reduce 
costs, but rather to ascertain what 
was causing them and to make 
certain that we were controlling the 
Causes, 

“For example, our executive vice 
president established a structure to 
administer a total marketing con- 
cept, and great care was taken to 
see that there was no costly dupli- 
cation in product planning, market 
research, costing and pricing, ad- 
vertising, merchandising, war e- 
housing, and sales throughout the 
division.” 


slumping sales. Here's what several 


shrewdly managed companies are doing 


METHOD NO. 4 Inventory Con 
trol. One of the Nation’s most 
astute accountants, who has been 
scrutinizing profit-and-loss 
ments for ranks sloppy 
inventory control high on his list of 
“popular ways of losing money.”’ 
He pointed out that interest rates 
have gone up and up, therefore it 
has become increasingly important 
that management make full use of 
the company’s working capital. 

“For a given volume of business, 
a company must have a _ large 

tion of its working capital in- 
vested in inventories. In a period 
of scarcity of available capital, it 
is mandatory that any excess 
amount carried in 
eliminated to provide cash for the 
business itself. 

“Overstocking of inventory often 
is caused by lack of standardization 
of parts and by improper engineer 
ing. Gambling on price rises also 


state 


decades 


inventory be 


leads to poor inventory practices. 

“Proper control of inventory will 
reduce the average company’s per- 
manent investment In Inventorie 
by at least 10 percent.” 


METHOD NO. 5 Purchasing. 
Handling vendor price hikes is 
becoming a fine art. Few companies 
insist on seeing a complete cost 
breakdown to justify the price 
increase. But many are asking for 
specific justification as to why the 
price is being raised. The use of 
competitive bids is becoming a 
general practice once more. Ven 
dors are being given a chance to 
quote on making a whole group of 
similar items in combined runs. 
Almost inevitably, the “package”’ 
price is lower. 

Many companies report that 
items going up in price are ideal 
ones to which to apply the tech- 
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nique of ‘“‘value analysis.’ Substi management and production pet 
tute materials may be possible; it sonnel, and adds considerably t 
may be cheaper to make the part our resources 
in your own plant. A_ thorough Acquisition of Mai idds 
search for competitive sources can uur resource lt many tangible 
be worth the effort. ways. It is a financially strong « 
pany it Na excellent machine 
ana equipment, an @xpe le! CQ a 
METHOD NO. 6 Developing Em pete! cy 
fed succes li marketing orgal itl 
ployee Cost-Consciousness. There , 
and a manaye ‘ Vl ‘ ‘ i 
are many emotional vestiges from ; 
. , SUucCce i f I to 1 n illt 
lusher days. One is a feeling among 
A We feel the intangil IM I 
employees that “the company i : 
oe . oul mpal cle ‘ | I 
loaded.”’ But employees can be sold rcquisit ' ' 
¢ acquisition are ] a np i 
the idea of cost-mindedness, By in 
. as the tangible ne They include 
forming supervisors what cost : : 
a OF quali \ engineering skill i 
were, Pitney-Bowes got “all sorts " 
yd resourcetulne l! research Well 
of co-operation that it never got proved by tl M , of 
é ree ( ry t vidal re" { I 
before.” Until the program began 
produc t devel pment inign degre 
several years ago, few supervisor fc i bilit 
z ) CTiata el i { t i biit' i 
knew all the costs that were likely , 
' the company management al 
to be charged against them. ac ; 
outstanding reputation 1 it i! 
Lack of interest provides the das } — 
i {i ct i t t i 
greatest mental block to employee . 
a fine reputa t ! if \ home 
cost-consciousness. Almost every z ; 
COMMuUuni 
one is more concerned about his 
own sore thumb than a famine in 
China. This apathy can be counte1 
acted by a campaign to show the | 
worker how costs are directly re ¢ . 


lated to his own long-range secu 4 \ 
rity. Show how the customer ji ey | PW, 
the real boss of any company, and Aw ; 22) 
that if prices aren't competitive he s ( 


won't buy. 
Ask employees for ways to cut CG 


waste and costs. Give public credit 
when a worker develops a cost ro 
cutting idea, Keep employees posted 
on material costs and the selling 
price of company products. Post 
weekly cost charts showing depart 


your men alert to costs 


Or do they need sharpening? 


It i MA thwhile te report that 
ment progress compared with pa 
. he afte ] Hei lided ! 
records, Create friendly competi P field 
extel nt new lel ) i 
tion among workers for greater ; 
industrial diver fication col iit) 
cost reduction 
firm that it retained more than a 


year ayo 


METHOD NO. P Diversification The advantage ol dive ificati 


Early last month, W. A. Sheaffer are hardly limited to the compar 
Pen Co. announced acquisition of doing the absorbing. Leland A 
The Maico Co., Inc., a St. Paul Watson, president of Maico, « 
Minn., electronics manufacturer plained what his company is going 
Remarks made by W. A. Sheaffe: to gain: “Maico's association wit 
II, president, state almost a text Sheaffer provide vorking capital 
book case for diversification and merchandising know-how that 
“Our company took its first di hould help the electronics compar 
versification step almost four year: accelerate 
ago, with formation of the Sheaffer Qu relationship with the 
Tool and Die Division. That division Nation's leading penmaker gives u 
has given us firm production control greater financial stability, resource 
over tools necessary for our pre for a more igorous research and 
cision manufacturing. It also has development effort, and the met 
put our company in a new field chandising skills that have made 
where it is doing work for some Sheaffer the domestic leader it 
of the Nation's leading industrie sales of handwriting instrument 
“This second step, acquisition of “Despite Maic rrowth (1956 
Maico, gives Sheaffer a wonderful ale $4,131,981 1942 ls 
opportunity to participate in the $448,446), we of its management 
growth of the electronics industry have felt the company has beer 
And it provides product diversifica operating under some possible di 
tion, increases our supply of skilled advantages resulting from the cor 
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pany lack of size, The disadvan 
tages of small size, not always 
ipparent, sometimes can be felt 
with respect to credit availability 

the competition for executive 


ing engineering ilent, in the drive 


levelop technological improve 


t that are economical only for 
e-scaie operations and in the 
petit n fo ile iwainst large 
pantie 


ME THOD NO 8 Better Produ 
fion Scheduling. R. 1 Klawuhn 
of the methods depart 
nent at McCreary Tire & Rubber 
Company, Say In years past, it 
! been our objective to increase 
profits principally through ex 
panded productior This year, out 
ipproach has been modified in a 
ither basic manner. In 1958, the 
emphasi is to be on. increased 
iciency rather than on increased 
ile and production 
This program is to extend be 
nd the range of the ordinary 
t-reduction and efficiency drives 


that all compan are ub je ted te 


fron time ’ te time, Our capital 


expenditures next year are to be 
iimed in the ame direction hy 
this | mean that we will spend out 


money on such things as additional 
irehouse space for both raw ma 
terial and finished product SO 
that we may effect greater eff 
ciency in our production scheduling 
le costly chanyve-ovet 
We are expanding our manage 
ment personnel, even though we do 


of anticipate any appre liable rise 


productior in the expectation 
f saving more than enough to pay 
for these additional people, In a 


highly competitive industry such a 
i! where the return on the sale 
dollar is low, one dollar saved 1 
rth many dolla of additional 


METHOD NO. 9 improved Em 
ployee Assignment, One company 

chief executive reported that he 
has ordered his personnel managet 


make a complete and “agonizing 


ippraisal of all employees, espe 
cially those uncritically hired dut 


past periods of acute manpowe! 


Hie has done thi he explain 
ecause he ha been able himself 
many costly error and 


iste to three main source 


l. Incompetent employee 


Competent employees who are 
ot allowed to use their talent to 
the extent they might 

1% 








4. Employees who are compe 
tent, but who have been placed in 
positions which do not utilize their 
talents but frequently call upon 
their weak points 


10 New Products. 
other 


METHOD NO. 
Seasonal fluctuations and 
eyclical phenomena contribute to 
economic waste. Fixed costs con 
tinue relentlessly. New product 
research and development can level 
production peaks and valleys as 
well as fill out your line. This pays 
additional dividends, since many 
distributors, and so forth, are find 
ing it profitable to restrict the num- 
ber of companies from which they 
buy, Cut the clerical costs, for 
one thing 


METHOD NO. 11 Des reastng 
Salesmen’s Hapenses, One manu 
reported that he had 
sales department to 


facture 
ordered hi: 
classify all accounts, so that as a 
salesman worked his way through 
his territory he could concentrate 
on the areas most likely to produce 
immediate business. The same com 
pany president has directed that 
each monthly sales meeting devote 
at least 10 minutes to planning 
more effective sales calls. 

As for 
was the consensus that either com 


transportation costs, it 


pany-owned or leased cars are les: 
expensive to operate than salesman 
Unless your fleet 
involves more than 200 cars, it 


owned cars 


usually pays the company to lease 
them 


METHOD NO. 12 Increasing Ad 
vertising Efficiency. There was con 
siderable comment that more could 
be attained from the advertising 
dollar if the sales and advertising 
departments had closer co-ordina 
tion. The recent Frey report to 
Association of National Advertiser: 
documented this lack of liaison 
between advertising managers and 
top management. It also chided 
advertising managers for “pressing 
the agency for service not really 
needed,” and “failure to evaluate 
agency services In any systemathk 
manne! 


METHOD NO. 


13 Reports and 
Forms, Are they really necessary? 
This is an old question but it bears 
re-asking. In addition to eliminat 


ing unused, “hangover” 
is possible to cut expensive needed 
reports with the use of multipage, 
one-time carbon report forms. Also, 
make sure that high-priced execu- 
tives and salesmen are not, be 


reports, it 
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cause of poorly designed forms, 
having to perform what should be 


clerical functions 


METHOD NO. 14 Records Man- 
agement, Office space is too expen- 
sive, file cabinets too costly, to 
expend on retaining records that 
aren't needed, Furthermore, it 
takes costly clerical time to search 
for essential records in disorgan- 
ized, crowded files. An_ efficient 
records-management program may 
take thought and money, but can 


pay big dividends. 


METHOD NO. 15 Transportation. 
A painstaking analysis of supply 
ources from the point of shipping 
costs may document a need for a 
change. Shipping methods also 
should come in for re-examination. 
Qne company reports that it was 
able to consolidate all its manu 
facturing in one plant, yet maintain 
nationwide business, by switching 
to air freight. Four small regional 
losed, Savings in in- 
ventory and other fixed expenses 
were huge. A one-plant operation 
also enabled the company to attain 
much more quality control. 


plants were 


METHOD NO. 16 Packaging. A 
recent survey of 203 retail food 
organizations disclosed that half of 
them had refused to sell or threat 
ened to stop selling products be- 
cause of their poor packaging. This 
resistance to damage-prone packag- 
ing spreads far beyond the retailing 
level, The revolution in packaging 
and package design presents alter 
natives worth investigating. 


METHOD NO. 17 Accounts Re- 
ceivable. ‘This end of the invest- 
ment spectrum is just as much an 
investment as its opposite: iInven- 
tory. It requires careful manage- 
ment. Factoring, once confined 
mainly to textiles, is gaining wider 
and wider use. Some companies 
report a more extensive and ener- 
letter campaign to collect 
unpaid accounts. A few are contem 
plating revising their incentives for 
prompt payment, The rising cost 
of money and next year’s prospect 
collections make this 
responsibility 


etic 


of slower 
middle-management 
a top-management concern 


METHOD NO. 18 Industrial Re 
lations, One of the Nation’s ablest 
industrial relations executives 

vice-president of one of Ameri- 
ca's largest corporations——admitted 
confidentially to an AMERICAN 
BUSINESS editor that, in 1958, it 


will be difficult, almost impossible 
to break the precedent of annual 
Wage increases. Why? “Because 
management is not doing its home- 
work. Labor leaders right now are 
propagandizing, politicing for wage 
hikes at next year’s negotiations. It 
looks like it will be a slaughter.” 

His recommendation: Day-by- 
day, week-by-week work by top 
management to prepare for union 
negotiations, using “the 
gumption, skills, and 
that a company employs in operat- 
ing its other affairs 
example.” 


Same 
enterprise 


sales, for 


METHOD NO. 19 Research. New 


techniques for product development 
and distribution are well known, 
and a great deal of information is 
already available—much of it free. 
Consult appropriate Federal agen- 
cies, regional and trade associa- 
tions, and other sources——including 
AMERICAN BUSINESS, 

Research need not be expensive. 
Listen to the suggestions of cus- 
tomers, salesmen, other employees. 
A modest engineering staff of your 
own, or outside help, might pay a 
large return. 


METHOD NO. 20 Employee Re 
lations, Here, without question, is 
the largest area for development. 
The classic studies in worker pro- 
ductivity conducted at the Haw- 
thorne Works of Western Electric 
by Dr. Burleigh Gardner, demon- 
strated a score of years ago the 
vast disparity between the output 
of some workers and others, no 
less capable. 

Employees who identify them- 
selves with the company, who feel 
what they do has significance, who 
are loyal, can be several hundred 
percent more productive than 
others. 


CONCLUSION: Cost-cutting can 
protect profits. Companies can keep 
from being pierced by the three 
horned dilemma: rising costs, in- 
flexible selling slumping 
sales. General Motors proved this 
in the first half of 1957, when it 
made its usual excellent earnings 
even though its sales dropped 10.75 
percent, 

It looks like the economy will 
slide through the first two quarters 
of 1958. After some sweet years, 
business in general may sour. But 
after all, such is life. Anything else 
would be Utopian. And Utopia as 
St. Thomas More, coiner of the 
word knew, is Greek for “not a 
place.” 


prices, 
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Visual Aids Can Tell Employees 
Complicated Pay Story 


Ever call your employees together to explain an 


important management policy, and have the feel- 


ing you're not reaching them? Perhaps all you need 


is something for them to hook onto—study while you 


talk. Here's one company’s interesting solution 


By Frank Flick 


President, Flick-Reedy Corp 


MPLOYEE communications is a 
E many-faceted problem, espe 
cially when the message you want 
to get across Is complex. 

When we set out this past yea) 


to tell our 300 employees the whole 


story behind their total compensa 
tion, we found our answer in oral 
presentations combined with an un 
usual visual technique 
overlays on base charts—-for seg 
ment-by-segment telling of a com 
plicated story. 

Basically, what we had to tell 
Was a good story, and an important 
one: Compensation at Flick-Reedy 
includes more than the dollars and 
cents of base pay. We wanted them 
to understand that the whole con 
cept of compensation includes direct 
and indirect profit sharing; com 
pany-paid group insurance’ and 
death-and-disability insurance; the 
company’s contribution to social 
security; and even that great 
American institution, the coffee 
break, 

We felt that too many employee 
were thinking in terms only of 
their direct base pay (which com 
pares favorably with wage scale 
in the metal-working industry) 
when they thought and talked of 
compensation. We wanted them to 
know the whole story, including 
how their own compensation was 
determined, 

We also wished to show that 
compensation was fairly arrived at 
through a system of rating both the 
job and the employee in that job 

In addition, we wanted to impart 
some of the philosophy of our man 
agement group —that profit sharing 
can provide future financial securi 
ty in the event of retirement, per 
manent disability, or death 


acetate 
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We therefore et 


objective for our communicatior 


three bask 


progran 
l Increa ‘ unde 
of benefit and how the 


employee 
standing 
work 

2. St 


of what constitute their total 


imulate empl yee awarenme 
compensator 

3. Increase production efficiency 
through greater 


ne of how individual 


employee aware 
efficiency 
contribute to the over-all voroflit 
picture, and to total compe 

In working ou 
the help of Edwit 
and A ociate 


decided to place the empha j ol 


I 
} 


lield 


oral communication to small group 
of employee a medium 
uccessfully used in the pa 
one which seemed best adapted 1 
a company of our size 

But we feel the real key 
ting our me age acro Wi 
choice of visual aid basic illustra 
which we could 
build the tory i by piece 


tive chart upol 


through the » transparent 
verlay 

The illustrated overlays and the 
text they carried followed closel) 
age, The flip chart 


later lent themselves to duplication 


AC etate ‘ 


the spoken me 


in written form and were presented 
in booklets to all employees, of bot} 
Miller Fluid Powe 
Division and Tru-Seal Divisio 
Thu instead f 


people together and 


our divisior 


herding 
talking 
them, we were careful to re 
the verbal and visual impre 
Dy WI n material and 1 
individual conference 

The flip char technigq 
mented during the talks | 
hoard whicl abled the 
put up % trated 
line of the 
helped u 


inherent 


Much of the information was 
drawn from the legal document 
overning — the profit 
rating and 


employees’ 
haring trus the } 
employee rating information came 
from the technical system devel 
oped by the National Metal Trades 
\ssociation Here was the chal 
lenge of explaining such things as 
job factors, points, job descriptions 
evaluations, labor grades, and pay 
Panes 
The acetate overlays lent them 
elves to presentation of this type 
if material very effectively because 
they allowed the speaker to build 
the story step by step in easy-to 
understand terms. He could control 
the peed with which new idea 
‘introduced so that the group 
not given too much to assim 
at one time 


tire motion and 


the same 

were built into the pre 
on by lively, down-to-earth 
in many cases, humorous illu 

tio These illustration and 
the actual flipping of the chart 
held the attention of the audience 
ind gave employees a set of related 

ual images to carry away from 
the talk 

Then, too, at no time did the 
peaket lose eve contact with hi 
sudience as would have been the 
ase if a slide projector or motion 
picture presentation had been 
elected 

The technique also proved to be 
Since the groups were 
there had 
eparate meet 

With the flip chart technique 
if peaker was not battling for 


lal avetl 
not to exceed 20 person 


» be a preat many 


‘ 


ittention in a darkened room overt 
the hum of a projector; he was not 
chalk talk’: nor did 


have to re peat and re peat 


equired te 


Covered in the first talk was job 
rating. The 
which affect 


employee total compensation 


employee econd 


covered all factor 


the final session was used to 
inform employees of a new 
we are building and how the 
xpansion will affect compensation 
er the rating system, 21 
were used, each with 

four acetate overlay 

vere used for the 18 

iart and a 3- by 4 
ward The 


peaker 


2] 








omy (000 MOL 


° 


Base charts and a number of overlays help Tom Wood, Flick-Reedy's develop 


ment and programing director, breeze through a talk on total compensation 


alternated between chart easels, so 
that the material just covered was 
left in view while the next segment 
was being dealt with 

This allowed anyone in the audi 
ence to review it quickly and digest 
it thoroughly. The speaker reviewed 
all that had gone before in periodic 
brief recapitulations at the flannel 
board, As the talk progressed, the 


running outline appearing on the 


board permitted further review by 
the audience, The flannel board out 
line also served as a basis for the 
question-and-answer period at the 
end of each session 

The charts and the oral presenta 
tion followed a logical outline show 
ing that both the man and the job 
were measured, and that both were 
measured systematically 

jecause of differences in labor 
grades and rating procedures, sepa- 
rate visual presentations were 
created for office, supervisory, and 
factory groups 

The second visual presentation 
was viven about two months after 
the first. It dealt in detail with our 
cash profit sharing plan; deferred 
profit sharing; and other benefits 
including group hospital, major 
medical, and surgical insurance; 
life insurance; and weekly sickness 
and-accident insurance 

We also conducted a program to 
fully inform 
planned expansion, a major part of 
which is construction of a new 


employees of our 


9) 
ha 


220,000-square-foot plant near Ben 
senville, Ill., about seven miles from 
our present location in a western 
suburb of Chicago-—Melrose Park, 
Iinois. 

It’s natural for 
afraid of what they don’t under 
stand, and we were most anxious 
to allay any fears or misunder 
standings about the move 


people to be 


Employees would, of course 
want to know why we were build 
ing, what type of transportation 


would be available, layout of the 


plants and offices, and special 
features of the building. 

But the additional facilities 
would also have an indirect influ 
ence on total compensation, insofat 
as they resulted in increased profit ; 
and we felt this story tied in 
naturally with our total compensa 
tion message 

This third presentation spelled 
out what the new plant would mean 
to employees. For variety, and 
because of the information-giving 
nature of the meeting, photographic 
slides were used to illustrate the 
talk, 

Included was information about 
the plant’s location, transportation 
available, reasons for construction 
and special or unusual features 
incorporated in construction 

This presentation 
significance of the new building 
facility in relationship to the poten 
tial increased profit expected from 


stressed the 


it. Finally, employees were assured 
that construction costs and moving 
expense would have no effect on 
present profit-sharing structures 

Another phase of our compensa 
tion message was the distribution 
of the annual statements of a 
counts to all _ profit-sharing-plan 
members, 

Individual statements showed the 
employee’s deferred-trust-account 
balance at the beginning of the 
year, how much the account had 
grown during the year--due to 
company contributions and “for- 
feitures”’ by those who had left the 
company before being entitled to 
the full value of their accounts 
and how much interest the account 
had earned. 

Following the meetings, booklets 

one aimed at the office force, and 
one at the factory worker—-were 
distributed to all employees. These 
duplicated the flip charts used in 
the oral presentation. Text in the 
booklets was cut to a minimum, the 
major portion 
reproductions of the chart material 


being devoted to 


used in each session. 

Employees reported that the 
booklets were a great help, per- 
mitting immediate total review of 
the meeting material, and helping 
them review and explain various 
features of the compensation pro 
gram to their families 

As quickly as possible after the 
group meetings on employee and 
job rating, supervisors held indi 
vidual conferences with each of 
their employees 

At these individual 
foremen and supervisors were able 


meetings 


to discuss in detail the individual's 
wage situation, and particularize 
the general compensation informa- 
tion as it applied to each man and 
woman who worked for’ Flick 
Reedy. 

In many cases, frank discussion 
of what steps were necessary for 
the individual to improve and pro 
gress proved extremely valuable to 
individual employees, especially in 
those cases where an employee was 
at the top or near the top of his 
pay range 

Was such a concentrated com 
munications effort worthwhile? 

We have had many indications 
that it was. After the visual pres 
entations, there was no need to pull 
teeth to get questions. They flowed 
freely, they were intelligent, and 
they were answered fully. 

An extra bonus: Although each 
employee attended three consecu- 
tive sessions for a total of 900 man- 
hours, production efficiency was in 
no way affected 
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By John D. M. White 


S growth companies 
keep with expanding 
business and rising costs, pen-and- 
paper bookkeeping methods have 
proved too slow, too cumbersome 
Mechanized accounting procedures 
provide the required 
simplicity, 


press to 


pace 


alone can 
speed, accuracy, 
economy. 

Although a wide variety of busi 
are adopting streamlined 
accounting for reasons peculiar to 
their specialized needs, they reveal 
a common motivation: reduction of 
administrative quick avail 
ability of cost records, job reports 
unit and dollar sales; 
complete, accessible records 

The ready availability of vital 
data keeps management informed 
business so that re 
medial action can be taken while 
there’s still time. Old-fashioned 
methods made it a_ tremendous 
problem to secure bookkeeping fig 
ures current enough to help ir 
quick and wise decisionmaking 

Arrowsmith Tool & Die, Inc., of 
Farmington, Mich. (a Detroit 
suburb), faced problems unique t« 


and 


nesses 


costs; 


and compact 


on current 


2 ’ if 


its highly specialized field. But i 
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In a job shop, profit and 
loss walk a common tight- 
rope. Too high a bid may 
lose the job—too low a 
bid may lose the profits. 
Often the decision rests on 
comprehensive cost records, 
current enough to base to 
day's estimates on tomor 
row's costs. Here is the 
story on Arrowsmith's new 
system for keeping man 
agement's finger on the 
profit pulsebeat. It is appli- 


cable to any business where 


e now pre 


profits are a factor. And 


ction of the 


r old system where aren't they? 


igner and builder of dies 


“dis frequent fixtures, and special machines 
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payroll of 120 the bulk of it in 
skilled labor and a variety of 
costly machinery that 
kept busy if the company is to stay 
in the black, These boring and mill 
ing machines, shapers, grinders 
lathes, drills, and so forth, housed 
in the 7,500-square-foot building 
represent a replacement value of 
roughly half a million dollar: 

So man and machine time must 
be controlled for profits. 

As the business grew, the hand 
posting system so long practiced 
pushed clerical costs higher and 
higher, But, more importantly, it 
vreatly slowed down the avail- 
ability of information important to 
management in an operation where 
requiring 
so vital 
describes the 


must be 


labor-cost control 
quickly available data is 

As Mr. Clarke 
operation: “We have a 
accounting system in which each 
part we make consists of from 
four to as many as 18 dies.”’ These 
are costly items in themselves 

Now, in the construction of these 
dies, Mr, Clarke points out, “the 
work is likely to be spread over 
periods of up to six months. During 
this period, we have to keep tab: 
on all the models of dies, patterns 
for casting, the castings themselves, 
and the special tool steel purchased 
for the job 

“Also we have to keep track of 
special component parts, such as 
air cylinders, special punch sets, 
and die sets that we have put 
chased for all these jobs, over a 
six-month period 

“The average job we have to 
handle involves from about $10,000 
to $175,000. with the sale price 
averaging about $40,000.” 

For example —let’s look at the 
labor side, Over this six-month 
period, the accounting system must 
keep track of the labor cost of the 
various machining operations 
which might take in 10 different 
types of machines from small lathe 
work to large boring mills. 

Now, the men who work these 
costly machines are all journeymen 

tool-and-die men who earn skilled 
labor rates. In consequence, M1 
Clarke points out, “We keep track 
of the labor for each job by each 
machine job on an exact basis 
through the use of job time-tickets, 
which are punched by the clock to 
1/100ths of hours. 

“Our 100 machinists turn in as 
many as 800 job time-tickets a day 
at full production. 

“Now then, all this material is 
recorded to a job cost-record and 
co-ordinated with the purchase 
order originally made out on the 


job-cost 


material, This tie-in is made di- 
rectly with the cost sheet. 

“Then the job tickets are ex- 
tended by the man’s regular rate 
per hour, and posted to the labor 
section of the job cost-sheet. The 
foregoing operations are done 
daily.’ 


work of one more girl—totaling 
34% girls’ time for handling of 
paper work. 

“We designed the setup,’ says 
Mr, Clarke, “to follow the old pro 
cedure, except that all postings fo1 
labor and material were made on 
the accounting machine. This re- 


Payroll journal, check, and ledger card are completed simultaneously by 
Patricia Burns. Prior to posting, Bill Baggett (right) checks ledgers 


From the foregoing, it is not 
difficult to see why, when the plant 


was running full tilt and all the 


detail work was hand posted, it 
required 21% girls’ time each day 


One did all the labor posting, one 


did all the material posting, and 
the half-day’s time was that of a 
third girl, who assisted in the labor 
posting. 

As Mr, Clarke further explained 
“Under our hand-posted method 
we could balance only once a 
month. Detection of any 
during the month was a _ very 
laborious process 

“Also, we could get reports on 
job progress (from a cost stand 


errors 


point) only once a month.” 

So it was obvious that Arrow 
smith management had no definite 
idea how job costs were piling up 
from one month’s end to another 

All other books—-accounts paya 
ble and accounts receivable, check 
register, purchase journal 
were posted by hand, requiring the 


also 


duced our clerical time to one oper 
ator for all paper work 
the former 314. 

“These are the things we gained: 
We balance out on material and 
labor costs daily. We report to the 
shop superintendent on the accu- 
mulated costs of the various jobs 
on a biweekly basis 

“We prepare a weekly progress 
report on costs—-and on percent- 
ages of of work in 
progress. 

“We work on an estimated-hours 
basis; and if the number of hours 
is getting out of hand, we can re 
port to the shop superintendent the 
hours spent on this job on a daily 
basis and he can take the proper 


as against 


completion 


steps. 

“Another thing 
running in 
hours—-we can give the shop super- 
intendent a_ daily which 
guides him even more closely in 
control of the costs of that job.” 

In planning the new setup 


on jobs that are 


excess of estimated 


report 
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Arrowsmith also designed the ma 
chine to record its accounts recei\ 
able and accounts payable; its 
check record, purchasing journal 
and the payroll. In other words, all 
accounting records are recorded on 
the machine 

With a look to the future, Mi 
Clarke says: ‘We feel also that the 
machine would handle the pape 
work resulting from at least a 50 
percent growth in company busi 
ness without requiring any changes 
in the design or methods now used 
with this system. It is such a vast 
improvement over what we had 
that it is almost impossible t 
believe.” 

Another benefit cited for the new 
system wa*e in locating the source 
of mistakes. If a job has been com 
pleted at a loss, management car 
easily reconstruct the type of oper 
ation and the hours spent on the 
job, and compare it with the origi 
nal estimate to determine whether 
the estimating department or the 
manufacturing phase of the work 
was in erro! 





Don Greenbury relies on labor cost 
journal for daily operational record 


To do this under the old hand 
posting methods would have been 
very difficult. For example: The 
labor cost sheet has daily hours 
posted by employee and operation 
the latter coded. From this sheet 
a girl now can quickly recap the 
hours and cost of the operatior 
for each machine. 

“We think,” says Mr. Clarke 
from our experience to date, tha 


' 
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February Issue Includes 
Consultants’ Directory 


Work is continuing on the “1958 
Directory of Management Consult 
ants and Business Services.” The 
directory will be published unde 
separate cover as a second part of 
the February 1958 issue of AMERI 
CAN BUSIN} Magazine 

Included in the directory will be 
a listing of approximately 1,000 
consultants in over 75 classifica 
tions. Besides specifying the firm's 
or individual's) principal area of 
ervice to management, the listing 
will tell the officials of the firm, the 
year the business was established 
the cities where it maintains brancl 
ollice and so forth 

editorial articles aimed at up 
vesting criteria for selecting a con 
ultant, will describe the function 
of specialized business services 
They will point out the value of 
qualified, impartial, external help 
for the company taking positive 
teps toward growth and moderni 
vation, as well as for the company 
needing a problem solved in a 
hurry 

The directory is more than an 
ip-dating of the list of consulting 
firms provided in the August 1956 
issue of the magazine. New classi 
fications in semiconsulting area 
have been added, and the informa 
tion about each firm ha been 
expanded 

Amony the classifications of con 

itants and services to be listed 
are: communications, employee re 
lation exporting-importing, ree 
ords-manayement ollice systems 
and marketing 

More classifications will be: office 
manayement personnel manage 
ment, plant relocation, public re 
lation ales meetings and conven 
tions, and traflic and shipping 

Canadian and foreign consultants 
will be catevorized in two separate 
division 

Firms listed in the directory have 
in opportunity to define the areas 
they are best qualified to serve by 

ipplementing the standard infor 
ation with detailed data about 
thel ervice A ocr reference 
Vill help the reader find the con 
ultant cara 

All subscriber Will receive the 
new directory in February along 
vith their regular copy of the 


onthly magazine, Other may 


purchase the directory for 35 from 


orial office of AMERICAN 











Education and Persuasion Help 
Rockwell Unify Control 


In a highly diversified organization, day-to-day operating deci- 
sions can't be made by headquarters. Yet a guiding hand must 


be maintained to assure uniformity among member plants. Here 


is how one company solved this problem 


By E. F. Foubert 


Vice President, Industrial Relations, Rockwell Manufacturing Company 


Foubert 


\/" figure it costs $275 to $300 to 
put a man to work in a Rock 
well plant, and up to $10,000. to 
train a man as a salesman, We 
believe that close tab should be 
kept on how this 
administered, 

How does headquarters maintain 
control without usurping line re- 
We find the answer 
lies in: (1) getting agreement on 


investment 1s 


sponsibilities ? 


basic industrial relations policies, 
(2) helping the plant executives 
institute programs that follow these 
policy lines, and (3) establishing 
yardsticks that measure each in 
dividual plant's industrial relation 
activities 


System of Controls 


Administering a system of con 
trols is primarily a job of education 
and persuasion. This is particularly 
true at 
high degree of autonomy 
plant managers, Our rapid growth 
and diversification show why. this 


given 


is necessary 
To cope with problems accom 


panying this rapid expansion we 


developed a pattern for integrating 
local personnel procedures into a 
companywide program, 
established a set of basic 
for ourselves and the various local 


policies 


managements. 


Our policies are based on the 


principle that our existence as an 
industrial relations department can 


26 


tockwell because of the 


First, we 


be justified only by helping plant 
executives build a work force that 
can produce quality products at 
lowest cost. We want people who 
are loyal, sincere, and willing to 
help us manufacture quality prod 
ucts. We believe employees are in 
terested in such things as_ job 
security, recognition as individuals, 
competitive rates of pay, and good 


T. J. Stockdill and Vice-President 


of the daily routine of contacts 
between middle-management (from 
plant manager to foremen) and 
employees, The headquarters staff 
can't cirect these procedures—-this 
must be done at the plant level 
Headquarters staff does help de- 
velop the rules, sell plant personnel 
on their value, and see that they 
are carried out within the frame 
work of company policy. 

To guide plant personnel men in 
establishing programs that carry 
out Rockwell policies, we have 
drawn up manuals on recruitment 


Foubert review the chart of community 


relations activities, showing each plant's status in this vital area 


working conditions as well as op 
portunity. We took these factors 
into consideration when we devel- 
oped our basic industrial relations 
policy. 


Headquarters Help 


Specific procedures based on 
general policies are part and parcel 


and selection, testing, training 
safety, job evaluation, and similar 
subjects. These manuals offer con- 
crete help on specific personnel 
responsibilities of plant 
ment. The Rockwell Safety Manual 
for example, helped one plant im 
prove its safety program to such a 
degree that $250,000 was saved i: 


one year through the reduction of 


manapye- 
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direct and indirect costs attributa- 
ble to accidents. Obviously, this is 
an exceptional case, but one which 
could be measured with some de 
gree of accuracy. 


Reports Pinpoint Problems 


We don't wait for annual o1 
semiannual visits to analyze per 
sonnel practices. A monthly report 
from each plant keeps us informed 
of industrial relations 
throughout the company. 

Monthly personnel reports in 
clude yardsticks commonly used by 
industrial relations men to evaluate 
their efforts—turnover, 
ism, grievance reports, 
frequency, and severity rates —as 


progress 


absentee 


accident 


well as sore less commonly used 
such as reports on plant executives’ 
community relations activities. All 
evaluations are made in light of 
plant operations and other local 
conditions. For example: 


Several Rockwell plants have gone 
for two years without a_ lost-time 
accident. Under the circumstances, 
more than one accident in such a 
plant would be cause for further 
study. In a foundry, where accident 
frequency and severity rates are 
usually higher than other operations, 
we use the national average for 
such work as a ceiling 


Absenteeism varies from plant to 
plant, too. A rate higher than 3 per 
cent usually means that plant man 
agement should take measures to 
control the problem. Our actual com 
panywide rate is less than 3 percent 
for hourly employees ond 1.5 per 
cent for salaried personnel 


Our experience with employee 
turnover has taught us to expect 
norms ranging from 2 to 4 percent, 
depending on the sex and age of 
employees and the location of the 
plant 


Grievances must be analyzed 
with more than mathematical con 
siderations. No grievances in an or 
ganized plant is almost as forebod 
ing as too many, and a figure in ex 
cess of two grievances a year per 
hundred employees causes us to 
check closely for reasons why 


Many industrial relations depart 
ment responsibilities can’t be meas- 
ured statistically. Nevertheless, we 
try to supplement our judgment 
with objective analysis. For ex 
ample, we believe that plant execu 
participation in community 
activities goes a long way toward 
securing acceptance of the company 
in the community. To analyze thi 
factor, we prepared a chart listing 


tives’ 
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93 possible areas of community 
activity in which plant 


ment might participate 


manage 
Entries are 
made on the chart for each plant 
A look at the chart shows whether 
plant 
activity proper attention. If there 
are few check marks fo! 


executives are giving this 
a plant 
a staff man specializing in com 
munity relations visits the plant t 
build interest in community activi 
ties and participation by plant 
executives 


Personnel men Dean and Ernst discuss 


Rockwell's policies and procedures 


In all evaluation of plant person 
nel practices, headquarters at 
tempts to provide guidance without 
interference with the authority of 
plant management, As in any well 
managed decentralized company 
staff organization must sell thei 
ware t¢ plant-operating men 
Industrial relatior ] 
Plant pet 


ble to their plant managet 


no exe epti nm 


onnel men are re 


headquarte! 
| 


Staff and Line Concepts 


Maintaining the | ope halance 


hetwee! taff and line functior 
has been particularly in 
establishing R 


newly 


portant 


ckwell pol lf 


acquired divisior 
these organizatior hi 
ing their own problen 
erable eee 
sistance long befor W came 
the scene, Bee V approach 
divisit 
el not readily avail 
mall company 


plant operating 


(ur assistance is more than issu 
ing a set of tools. We don’t pass 
tut our written programs without 
paving the way for them, Before 
a plant starts a testing program 
for example, we explain what tests 
in and cannot do. As a result 
plant men know the advantages 
ind limitations of such a program 

Recently we set up pre-employ 
ment selection and testing pro 
plant to hire 
workers, All applicants 
had more or less the same back 
agricultural, A 
Who had formerly been skeptical of 


rams in @ new 
i embly 
yround foreman 
modern selection procedures, came 
to us with praise for the testing 
program, He said that the em 
ployees secured are tops in ability 
to learn and perform the special 
ized work. The foreman’s reaction 
to the testing program was grati 
fying to the staff men who helped 
et it up. More important, it’s just 
the kind of reaction that's essential 
to continuing regular — staff-line 


operation 


Program in Operation 


We know that if we are to build 
ir company for the future, pet 
nnel manayer must select the 
with ability not only 
but also to 


e up and at some later dats 


ight people 
fill current opening: 


take over top position in the 
ryanization, In an effort to reach 
this objective, we are continually 


improving our recruiting and. in 
lerviewing program 
(oul election program include 


the patterned interview 


reference 
ehech plu the use of several 
attert of test All methods of 
election have their weaknesse 0 
ve are constantly endeavoring to 
find and correct them, A 
procedure j t up for all test 
that we ci know those 

are predictive for variou 

itor An exit 


onducted with every person whe 


validation 


interview | 


leaves the company, and the find 
are checked against the initial 
election record to determine 
hether the fault was in selection 
Comprehensive employee record 
ire Kept oO tha we can have at 
ur fingertip uch information a 
experience education pecial 
course kill and training. An 
employee who is qualified for more 
than one job who later qualifie 
elf r another job, is listed 
kill file.’” We 

omote ople from thi file it 
it only 


requisitions with the best-qualified 


immplifie ‘filling of our 


teeth into our 


people, but al 


lad 
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promotion-f ro m-within program. 

Job descriptions and personnel 
pecifications are prepared and 
used to recruit, interview, train 
and appraise performance, Wage- 
and-salary programs cover every- 
one from a laborer to president. 
Periodic surveys are made of wage 


and-salary rates paid and the 
personnel practices observed in the 
Various localities in which our 


divisions are located 


Job Responsibilities 


We aren't always successful in 
ecuring employees who measure 
up to the standards of the job that’ 


open, If an applicant doesn’t have 


all the experience or training de 
ired, his supervisor must correct 
that condition through training. A 
job responsibility of all supervisors 

from first line to top manage 
ment is to train and develop the 
people reporting to him 

Special care is taken in selecting 
supervisors, Training them to do a 
better job or to prepare for a 
higher position is considered an 
individual matter, Training may 
consist of attendance at confer 
ences, special courses, job rotation 
coaching, or any of the many other 
development programs. 

Progress reports for merit re 
views are also designed to improve 
performance, These reports, made 
on all people in the company, are 
one means of validating selection 
and testing programs and helping 
the rated employees improve thei: 
performance, 

We feel that a supervisor must 
know: (1) when he has full re- 
sponsibility to act on his own, 
(2) when he can act but must 
report the action to his superior, 
and (3) when he must get clearance 
before acting. Responsibilities are 
spelled out in writing, discussed 
and explained personally, and made 
a part of his supervisory manual. 
This procedure applies at all levels: 
When made responsible for a job, 
a man has a right to know his 
specific responsibilities and the 
standards by which his perform 
ance will be measured. 

To keep tab on the industrial 
relations activities in our 23 plants, 
our headquarters industrial rela- 
tions staff is constantly planning 
and clarifying objectives, as well 
as establishing effective controls to 
make sure that events conform to 
plans, We feel well rewarded when 
we learn that our efforts have 
helped develop an_ effective, co 
operative work force that produces 
quality products efficiently 
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By Nicholas Van R. Bayard 


Neighborhood deterioration hurts all 
tudustry. bre you doing your part 7 


Sears Spurs Urban 


RBAN decay — the deterioration 
U of a city’s residential regions 

formerly alarmed only our soci 
Ologists and city planners. Within 
the last few years, however, the 
magnitude of this creeping crisis 
has begun to arouse the country’s 
business executives 

With characteristic dis patch, 
some have responded to the menace 
to their community’s and their 
company’s economic well-being. In 
St. Louis, in Philadelphia, in De- 
troit, in Chicago, and in dozens of 
other American cities and towns, 
businessmen have organized and 
directed dramatically successful ur 
ban renewal campaigns, 

New Haven’'s program perhaps 
the Nation's most spectacular 
reflects the vision and energy of 
that city’s thrice-elected mayor, 
young Richard C, Lee, But His 
Honor, the first city mayor in this 
country to base his entire political 
strategy on urban renewal, freely 
grants that he would have failed 
without the support of a 600-man 
Citizens Action Commission; New 
Haven'’s business community sup 
plied the bulk of this committee's 
membership especially its 75-man 
executive committee. 

Why are business leaders leading 
the battle against urban decay? 

Because they have come to real- 
ize that, for one thing, they and 
their companies are the ones who 


will be stuck with the lion’s share 
of the costs of continued urban 
rotting. 

These costs will derive from 
several major sources, One will be 
the gradual, massive decline in city 
property values resulting from the 
cancerlike spread of the degenera- 
tion. Another will be the expense 
of adjusting the American economy 
to the fact that Downtown, U.S.A., 
can no longer serve as the principal 
center of distribution to consumers. 
(And whatever the alternate 
means, it will cost more and be 
less efficient.) A third cost will 
come from increased local taxes, a 
weapon with such a long range 
that it will reach any company 
regardless of its location, product, 
personnel, or mode of distribution, 

Face the facts, Continued urban 
decay in America will cost your 
company money even if you are 
an Air Force supplier located in 
one of those handsome new plants 
along ‘Electronics Way” near Bos- 
ton, even if you are a producer of 
hybrid seed corn in a bucolic lowa 
setting, even if you are a wholesale 
distributor of household appliances 
who's just moved into new offices 
of contemporary design in one of 
those charming communities that 
ring San Francisco Bay. 

Let's examine some of the shock- 
ing facts. These were compiled by 
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the Federal Works Agency Public 
Buildings Administration. 

Slums and substandard districts 
comprise about 20 percent of a 
typical city’s residential areas. Yet 
they generate: 


35 percent of the fires 

15 percent of the major crimes 

90 percent of the arrests 

50 percent of the disease 

55 percent of the juvenile 
delinquency 

60 percent of the tuberculosis 
victims. 


And here’s the way they increase 
the cost of doing business: While 
they contribute only 6 percent of 
the tax revenues, they expend 45 
percent of total city service costs! 

One arresting example of what 
the business community can do 
about urban renewal was Chicago 
Dynamic Week, observed October 
27 to November 2. It was organized 
to encourage businessmen and ar 
chitects across the country to think 


of themselves as a team responsible 


for building American cities of 
which Americans can be proud. 
One event on the well-filled pro 
gram, the most theatrical but prob 
ably not the most substantial, wa: 
the forum, “Business, Architecture 
Technology and the Individual.’ 


Frank Lloyd Wright was one of the 
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participants and he asked Isn't 
it time somebody did a little think 
ing far enough ahead of the make 
shift? 

The aged architect was much le 
constructive when he charged, “I 
do think that the ignorance, the 
tupidity of the average realtor 
is one of the modern crime of 
civilization, That i one of the 
primal evils of our housing situa 
tion in America, the high cost of 
vround, the fact that you can’t live 


without your elbows in somebody 
rib ol tanding on omebody 
toe I do believe the realtor ji 


at the root of the evil 
Scapegoi I 
Trouble is they distract from the 


al tye convenient 


real source of the trouble. Sear 
Roebuck & Co, avoided distraction 
and went to the heart of the matter 
About a year ago it established it 


Urban Renewal Division head 


quartered at it main office in 
Chicago and headed by a long-time 
Seat tore manager Henry N 


Osgood, who modestly explains that 
he ha a middle-aged urge to do 
omething socially constructive 
What are the staves of urbat 
deterioratior from good di if 


into substandard, into slum What 
Osgood explair 


Good neighborhoods run down and 


heir people move away, Transient 


move in and are exploited by ab 
entee landlords who make a profit 
from multiple tenant Buildings 
are not kept up. Schools are ove 
crowded, Slum conditions are ere 
ited which breed disease, crime 


fires. Taxes paid by socially respon 
ible property owners must support 
the added burden impos ed by 
blighted neighborhood 

Decayed urban areas consume 


more than their share of city ser 
ee (New Haven's fire chief testi 
fied that before its remarkable Oak 
treet redevelopment program be 

an, fire calls from that area of the 
city were 600 percent higher than 
the rest of the city.) By eroding 


djacent downtown areas slums 
ary up the historic ource of much 


municipal revenue 


In the past America down 
vns have paid in taxes twice a 
nuch a they consumed in. city 
ervice Because it cost about 


$2855 a year to educate a child in 
the public schools, residential area 
repre ent preat net lo se to the 
typical American community 
Urban renewal consist of a 
wide program in which all 
ivailable municipal and Federal re 
uurces are applied according to 
plans to eliminate slums and blight 
and prevent their formation.” It is 


hased on conservation, rehabilita 
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In the Sears’ movie As Your House Goes, these two men illustrate ways of re 


pairing chimneys to up-date aging homes. Film is aimed at citizen groups 


tion, slum clearance, and redevelop 
ment, Of the 45 million housing 
units in this country, 5 million of 


them are slum, and 20 million are 


ubstandard. While approximately 
a million new dwellings will be 
built this year, another million will 
kid into the slum category 

The Sears program. has five 
the first of which is a 26 
“ABC's of Urban 
Renewal.” This brochure was de 
signed as a basic plan of action for 
all Sears executives, but the pub 
lication has had much wider circu 
lation. The first printing of 10,000 
was exhausted in two weeks. To 


prongs 
page booklet 


date, 30,000 copies have been dis 
tributed, only 3,000 to Sears’ own 
executives 

The “ABC's of Urban Renewal” 
analyzes the seven essentials: 


1. Zoning ordinances and build 
ing codes are needed to control 
land development and new con- 
struction; housing codes and sanita 
tion regulations are needed to pre 
vent the deterioration of existing 
structures; fire-prevention 
and building codes are needed to 
correct hazardous conditions 


codes 


2. An administrative 
tion is needed to co-ordinate action 
through vigorous enforcement of 
housing controls and to obtain full 
use of community resources in re 
moving causes of blight. 


organiza 


3. Neighborhood analyses provide 
a pattern for action, A city’s older, 
central because of lack 
of planning, inadequate regulatory 
controls, and deficient municipal 


section 
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becomes the core of 
blighted areas or outright slums 
“ABC's of Urban Renewal” states 
that surgery must be applied and 
municipal processes set in motion 


services 


to recreate soundness out of waste 
Transitional housing, such as room 
ing houses and multiple-occupancy 
structures; incompatible land uses; 
and inadequate facilities for decent 
living surround the central section 
Much of this can be saved but must 
be acted upon without delay. 


1, A comprehensive community 
plan should be developed for guid 
ing the future development and 
redevelopment of public and pri 
vate properties. A land-use plan 
must provide space for industry 
business, commerce, living, recrea- 
tion, schools, 

A community-facilities plan must 
show the location and type of 
schools, parks, playgrounds, and 
other public facilities--on hand or 
needed. A public improvements 
program must identify those future 
public improvements needed to 
carry out the community develop- 
ment objectives envisioned in other 
general plans. 


5. A financial plan must be de- 
veloped to pay for urban renewal 
The Sears’ brochure points out that 
if the community contributes its 
share of the project cost-—— either in 
cash or in local grants-in-aid— the 
Federal Government may pay for 
as much as two-thirds of net project 


costs. 


6. A means of rehousing dis- 


placed persons has to be provided 


“ABC's of Urban Renewal” rec- 


ommends these steps: 


a. Analyze the number and type 
of families that are being 
displaced. 

Inventory available adequate 
rental and purchasable hous- 
ing, as well as housing that 
can be rehabilitated 
Estimate the number and 
ypes of housing units that 
need to be constructed through 
private or public financing 
Organize community effort to 
displaced families to 
find new housing. 


assist 


Citizen participation must be 
organized, This calls for a citizens 
advisory planning council and 
neighborhood urban renewal com 
mittees, with labor, business, and 
industry representation. These 
groups must work with the city 
administration—-city council, city 
planning board, school board, board 
of health, recreation board, public 
works board, and law enforcement 
agencies, 


This compact, artfully prepared 
brochure concludes with an analy- 
sis of how the Federal Highways 
Program can stimulate urban re- 
newal, It also describes the national 
organizations fostering urban re 
newal: the National Association of 
Housing and Redeveloping Officials; 
the American Council to Improve 
Our Neighborhoods (AC TION); 
the Urban Development Program 
of the Chamber of Commerce of the 
United States; Operation Home Im- 
provement; New Face for Ameri 
ca, sponsored by the National As 
sociation of Home Builders; the 
National Association of Real Estate 
3oards; and the American Society 
of Planning Officials. 

The second prong of the five 
sided Sears Urban Renewal Pro- 
gram is the slidefilm, The Dollars 
and Sense of Urban Renewal, pre- 
pared for its store managers, whom 
Mr. Osgood describes as “ideal 
leaders of the company’s program.” 

Like all visual communication, 
the film’s greatest value is not what 
it tells or shows but what it stimu- 
lates the audience to recognize. Mr. 
Osgood suggests that “the way to 
sell a Sears store manager is to 
give him the facts and let him sell 
himself.” The slidefilm was made 
to do this internal job. 

Another film, a movie, As Your 
Home Goes, represents the third 
aspect of the Sears’ campaign. Re- 
cently released, the film was pro- 
duced to tell the story of home 
conservation to citizen groups. 
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Sears’ “Urban Renewal Ob- 
server,”’ an illustrated newsletter, 
reports the activities of store man- 
agers and their staffs in local urban 
renewal movements. This clearing 
house and forum for recognition 
published periodically throughout 
the year, patently provides a spur 
for Sears’ store managers, whose 
competitive spirit is legend 

The fifth and final part of its 
program is Sears’ endowment of 
five graduate fellowships in city 
planning and urban renewal, Un 
derscoring the shortage of this type 
of manpower is the fact that only 
170 graduate students planned to 
enter the field this year 

“Our Urban Renewal Program 
Mr. Osgood reports, “is opening up 
a new dimension of citizenship for 
participating store managers, One 
told me recently that this was the 
first time he had worked directly 
with the city fathers and learned 
the nature of civic government 
Others, who have been active in 
civic affairs, find that their activi 
ties are given new meaning and 
direction.”’ 

Perhaps the most forceful call to 
action for the entire American 
business community was sounded 
in a letter to all Sears executives 
by T. V. Houser, chairman of the 
board; and F, B. McConnell, Sears 
president. 

One paragraph states: “We can 
not afford to have grow up in ou! 
midst a substantial group of citizens 
who are likely to be increasingly 
antagonistic toward our social, po 
litical, and economic conditions 
due largely to the degrading con 
ditions of the housing and neigh 
borhoods in which they live. We 
cannot afford the corollary effects 
of unrestrained blight and slum 
formation around our stores and 
mail-order plants, which discourage 
employees from living near their 
place of work or shoppers from 
coming to our stores to make their 
purchases,” 

Can your community postpone 
action on urban renewal any 
longer? Probably not 

Albert M. Cole, Housing and 
Home Finance Agency administra 
tor, has repeatedly warned: “Any 
city that does not set in motion a 
comprehensive program to halt 
blight will be flirting with muni 
cipal ruin by 1965.” 

The Sears, Roebuck & Co. pro- 
gram reveals how one organization 
views the crisis. But the bell does 
not toll for Sears alone. What Sears 
is doing about the crisis holds 
greater relevance for American 
business executives 
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Yuletide Brings Out the 
Music in Industry 


T’S a familiar quotation 

| “music hi charms to soothe 

the savage as to soften rock 

or bend a kne vaak.”’ Its useful 
relatior } 


Wide recognitio 

Yet musi alue in personnel 
relations is by no means going ul 
recognized, According to a recent 
report compiled by the American 
Music Conference, there are ap 
proximately 1,000 company-spon 
sored musical groups in the U.S, A 

These range in size from “barber 
shop quartet all the way to full 
concert orchestras such as those 
sponsored by Union Carbide & 
atomic division at Oak 
Ridge Ter n or by Boeing All 
plane Company in Seattle, Wash 

Naturally, many of these musical 
programs reach high pitch during 
the Christmas season, Our front 
cover picture this month reflect 
the seasonal activity of Minnesota 
Mining & Mfg. Co.'s combined 160 


voice chorus 


Carbon 


One of the Nation's outstanding 
industrial music group the 3M 
chorus joins with the company 
caroler string ensemble and bra 
choir to present annual public cor 
certs in St. Paul 
torium. Tw 


municipal audi 
performances are 
given, one matinee and the othe 
evening. Thi year the 2 hou 
program will take place on Decen 
ber 14. Last year, so many people 
came to hear the evening concert 
that more than 1,000 of them had 
to be turned away 
auditorium 

In addition to the tw public 
the chorus will sing 
carols on Twin-City radio statior 
WCCO in a series of half-hour pre 
gram sented at 10:30 p.m. dur 


performance 


ing the pre-Christmas season, The 
group will also appear on WCCO 
TV: and December 1 they will give 
a full dress-rehearsal Christma 
program in Hudson, Wi 
Although, in almost 
porate music program 
mas season brings a peak of 
vity, me music prog’ams extend 
the year around. So does 3M 
This year, for instance, the mal 
chorus will have 15 to 20 public 
programs and the women choru 
about 10. The two groups will con 
bine not only for Christmas, but 


several other special civic and holi 


day programs in the coming spring 
ind ne’x fall 
American Music Conference re 
orts show that, although most of 
programs are company sup 
ted most are also employee 
inspired, Minnesota Mining's chorus 
program was started in 1947 by 
13 male employees who asked the 
Club, which directs all cor 
porate recreational activities and 
derives funds from employee can 
teens and similar concessions, for 
i place to practice, Within the next 
eal employee interest had ex 
panded in the choral program to 
uch an extent that the club felt a 
pecial fund was in ordet 
The men's tuxedos and white 
dinner jackets (worn for thei 
warm weather appearances) and 
formal dresses are all 
paid for out of 2M Club's 
tional funds. Both groups’ travel 


the women's 
recrea 
expenses are supplemented by the 
company, and traveling has been 
quite extensive 
For instance, along with several 
trips around the Great Lakes area 
in June 1956 the male chorus 
traveled to New York City to pat 
ticipate in the International Meet 
of Associated Male Choruse ol 
Vhich the group is a member, On 
the trip, the group also sang at 
London, Ontario, Canada; Prince 
N. J and Bedford Park, Ill 
In the nine year the group ha 
been organized, the company esti 
mates they have made more than 
lo appearances and sung to more 
than 100,000 people not counting 
their radio and television audience 
Are recreational dollar well 
ent in such an extensive musi 
opram / 
Ford Motor Company which 
miso men women and 
Ked choral group small vocal 
embles; and an extensive instru 
nental program um up thi 
econdary value of music program 
President Henry Ford II say It 
eems Clear that we have not kept 
the development of our human re 
lations in industry in pace with the 
elopment of our production 
Perhaps for every dol 
spend in scientific research 
the development of better prod 
and more efficient machine 
hould spend another dollar for 
research into the problem of 
people 





Connecticut General’s New Offices 


(Continued from page 11) 


cal conveyer system that runs from 
the mail room up through the main 
building in the north central core 
Horizontal distribution is provided 
by electrically powered trucks that 
make delivery every half hour. 

Is the new building going to cut 
administration costs markedly? 
Director of Personnel Henry Dawes 
is not ready to be specific. “We 
were told that the average company 
loses about 10° percent’ of its 
clerical force in a move like this. 
We lost only 2 percent. As far as 
the new building's effect on me, 
why, I now can work hard all day 
without feeling fatigued. And I’m 
not the only one to notice this 
reaction, That's a good thing —for 
me and the company.” 

Connecticut General planned for 


years to try to make its new build- 
ing a model of administrative 
efficiency. It utilized an extensive 
(and expensive) campaign to pre- 
pare its 2,000 home-office em- 
ployees (three-fourths of whom 
are women) for the move from 
downtown Hartford to the country- 
side, 

The transition from town to 
country proved painless. How well 
did the company’s larger purpose 
succeed? It will take time for such 
facts to generate. When they do 
AMERICAN BUSINESS will present 
the documented story. 

Appearances and early reports 
suggest that Connecticut General's 
revolutionary ‘clerical workshop” 
may be the yardstick by which 
others are measured 





“Use Caution,”’ Say Experts on 


Psychological Testing 


NDUSTRY is demanding too 
| much of psychological tests. The 
Association of Research Directors 
heard this warning in 1950. Au 
thority for the observation was Dr. 
Krederick J. Gaudet, director, De- 
partment of Psychological Studies, 
Stevens Institute of Technology. 

In the seven since Dr 
Gaudet cautioned against overem 
phasis in employment testing, use 
of such measurements by business 


years 


and industry has increased some 
25 percent 

Hlow do we stand today? Are we 
still going overboard on the use of 
testing techniques? 

Most executives don’t think so 
Most agree that tests, used prop 
erly, make an excellent manage 
ment tool—a_ tool which helps 
predetermine the probable useful 
ness of an employee before he is 
put on the payroll. However, atti 
tudes of executives about employ 
ment tests are strongly made up of 
pros and cons, Most are either “for” 
or “against” them—-they are either 
blacks or whites, with very few 
grays, 

The growing acceptance of tests 
as instruments for hiring and up 
vrading has been brought about by 
the improvement in the techniques 
themselves. The bootleg test pub- 
lishers who used to flood the market 
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with unscientific tripe, have all but 
gone by the wayside, due to the 
activities of groups like the Ameri 
can Psychological Association and 
affiliated state and municipal 
groups, These professional associa- 
tions work to keep the qualifications 
high for psychologists and fre- 
quently warn the public against 
charlatans who publish tests with- 
out adequate research and develop 
ment by skilled, academically 
trained psychologists. 

Once an employee is on the pay 
roll, what he does on tests becomes 
a less influential determinant of 
his career, Last year, for example 
the Office Management Association 
of Chicago, chapter of NOMA, 
asked 222 member firms if they 
used tests as part of the employ- 
ment program. Over 75 percent 
replied “Yes.” Most office managers 
and executives use tests on potential 
employees to find out how the 
person stacks up against those 
already successfully doing the 
work, Less than 50 percent use 
them as a basis of determining the 
employee's potential for promotion 

As one executive put it, “We 
believe tests help us to back up our 
interviewing, reference checking, 
and other selection techniques. But, 
once a person is hired, we lean 
toward job performance and merit 


rating as the tool for considering 
promotion.” 

It is an unusual young man or 
woman today who hasn’t been 
faced with at least one battery of 
tests while locating a job. Many of 
those who haven't had tests given 
them by companies with whom they 
hope to associate have gone to 
personnel laboratories and taken 
them on their own. Employees and 
employers alike have interpreted 
the advice of Socrates, ‘‘Know thy 
sfif,” to mean “Take a series of 
tests and find out your areas of 
strengths and weaknesses.” 

The typical series of tests given 
a clerical worker today consists of 
some type of I.Q. measurement, an 
inventory of interests, personality 
check-ups, and some measurements 
of aptitude and skill. While it has 
been estimated there are some 
20,000 tests available for use by 
industry and business, certain 
sources have gained greater recog 
nition than others 

This doesn’t mean that devices 
Which lack wide distribution are 
unacceptable it merely means 
that, like many other products in 
America, tests have become big 
business to some firms. For in- 
stance, names like Kuder Prefer- 
ence Record, Wonderlic Personnel 
Test, The Personal Audit, Bernreu 
ter, and Otis Test of Mental Ability 
have become commonplace to ex- 
ecutives charged with the responsi- 
bility of setting policy on hiring 
and selection for their firms. 

Dartnell recently 
selected directory of employment 
tests. It appeared in the “Personnel 
Administration Service,” a monthly 
publication for management execu 
tives. The directory lists titles, time 
of administration, what the tests 
measure, and the sources of many 
of the most widely used measure- 
ments on the market today. Sub- 
scribers can obtain a copy by writ 
ing AMERICAN BUSINESS and asking 
for the “Selected Directory of Em- 
ployment Tests.’’ All sources listed 
are recognized by professional psy- 
chological being 
qualified and ethical, The directory 
is up to date and was developed 


completed a 


associations as 


after considerable study and re 
search by staff personnel. 
Consensus among test users 
mostly management executives and 
educational leaders—is that tests 
should be thought of only as a tool, 
a screening neve! 
thought of as something complete 
in themselves. They only show, 
when they’re properly validated 
the potentials of people. 


device, and 
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Machine on right is preparing production order, while 


the left——cable connected to the 


““slave’’ machine on 


master—produces the route ticket set 


Punched- Tape Billing 
Smooths Work Flow 


NEW automated data-process- 
A ing system has streamlined 
order entry and billing procedures 
for Hinde & Dauch, providing the 
utmost in speed and accuracy in 
processing customers’ orders, 

This Sandusky, Ohio, division of 
West Virginia Pulp and Paper Com- 
pany, with more than 3,000 em- 
ployees in 15 modern box-making 
factories from Boston to Kansas 
City, is a 'eading company in the 
packaging field. 

In the past, the papers necessary 
to enter, produce, and ship an order 
were typed on a hectograph mastet 
and the required copies made, It 
was necessary to prepare a com 
plete set of papers for each item 
on the customer's order, After the 
material was produced and shipped, 
an invoice was typed from a copy 
of the order, A copy of this invoice 
was used at the home office for 
manually key-punching cards for 
commissions and for 
sales and statistical reports. 

To eliminate much repetitive typ 
ing, as well as to provide for 
greater accuracy and control, three 
men George M. Muehlhauser, Jr., 
treasurer; John R Rheinegger, 
comptroller; and Rome P. Busa, 
Cleveland office manager got to 
gether and developed the automated 
system now being used. The forms 
were designed and manufactured 
by Moore Business Forms, Inc. 

The new system is built around 


salesmen's 
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the use of Flexowriters for order 
entry and invoicing, and statistical 
by-product producing 
salesmen's commission statements, 


tapes for 


sales analyses, and necessary sta- 
tistical reports. 

As orders are received, they are 
checked against the master card 
file for any existing master cards. 
If these are available, they are 
pulled and attached to the order, 
which is then priced and sent to the 
machine operator for processing. 

If no masters are available, a 
one-part order specifications sheet 
is prepared by the order clerk, 
from the original order, for process- 
ing by the tape-producing machine 
operator. She prepares a master 
card -a one-part continuous form 
containing all constant customer 
information, as well as data on the 
particular item ordered-—for each 
type of product supplied to the cus- 
tomer, The master tape produced 
simultaneously by the machine con- 
tains, in addition to all the master 
card information, the 
codes for operation of the reader 
unit of the machine 

All the necessary material is now 
available to prepare the production 
papers. The master tape is fed into 
the reader unit of the machine, 
automatically typing all constant 
data, and positioning and stopping 
the machine for entry of variable 
information 

The same tape that actuates the 


necessal y 


For the cash register to ring, 
orders must be billed 
and goods shipped. 


Repetitive typing, however, 


often eats up profits. 
Here's how Hinde & Dauch 
kept up the merry jingle 


and relieved backlog-itis 


As invoice is prepared automatically, 


clerk fills in variable information 


first machine controls a_ second, 
cable-connected to the first. Thus, 
while the production order is being 
typed on one machine, the other 
machine is preparing a 13-part 
route ticket set. At the same time, 
the master machine is preparing a 
selective tape combining the infor- 
mation on these two forms, which 
will be used later for invoice prepa- 
ration. This tape is placed in a tape- 
storage envelope and filed by cur- 
rent order number until required 
for invoicing. 

The production order and route 
ticket are used to control the pro- 
duction of the material. After the 
material has been produced and 
shipped, one copy of the production 
order is returned to the office, 
where the necessary entries and 
extensions are made 

This data is incorporated into the 
invoice——an_ eight-part marginal- 
punched format the time it is 
prepared from the selective tape 
The machine automatically types 
all the selective information and 
positions the carriage for entry of 
the variable information. At the 
same time, codes in the tape auto- 
matically turn the tape punch on 
and off to produce a statistical tape 
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FIRST SEE IT... 


Then Decide if You 


Want to Keep It! 


Dartnell invites interested execu- 
tives to examine a copy of this 
current salesmen’s car survey 
without risk. To get yours, re- 
turn the card attached. If not 
satisfied that the survey will 
help you improve your present 
salesmen’s car program... re 
turn the survey and the matte! 
will end there 
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SALESMEN’S CAR ALLOWANCES and PRACTICES 


(including sales executives) 


This Dartnell survey gives facts and figures on salesmen’s car 


allowance and cost control methods based on the « xperience of 400 


companies operating more than 54,000 business cars. The factual 


analyses of the experiences, opinions, and trends within these repre 
sentative companics will enable cost-conscious executives to “tailor 
make” their own plans for cutting the operating costs of salesmen’s 


as well as sales executives’ cat 


Included are 


Expe 


Compl 


19 
d12.00 


appre 


Among the companies which co-operated 
in the preparation of this survey are 
American Car 
The Kenda 
Leslie Salt Helene Curtis 
Bell Aircraft Corr The Maqgnave 
Bucyrus-Erie Marchar 
A. M. Byers 
Ceco Stee 
The Contir 
The Lene! Care 
The Glidder 
The Hoover Co 


Jeflerson Elects 


THE DARTNELL CORPORATION, CHICAGO 40, ILLINOIS 


---------------------- 


| AN APPROVAL ORDER 














The general manager was giving them the old |-want-to-be 


Case of the Returned Gaskets 


Poor Sales-Plant 
Liaison 
Costs Money 


Can your salesmen make a $10 


phone call to correct a $10,000 


order? Or are they hamstrung by 


penny-wise, dollar-foolish rules? 


"ip Here's what one company found 


Hik 


fair-to-everyone-concerned, what's-your-excuse? routine 


ge and production plainly are 


both members of the same team 
Nothing happens until somebody 
buys something; but nothing is 
available for sale until production 
produces the goods or service. Yet, 
in many companies, teamwork is 


frequently not the word to describe 


the relationship existing between 
the field sales force and the produc- 
tion department 


War or Peace? 


In some companies, a state of 
undeclared war exists, with one de 
partment constantly harassing and 
heckling the other 

Incomplete or nonexistent com 
munication between the two depart 
ments can cause this ill will. It can 
also cause costly errors, as is dem 
onstrated by this case history of a 
New England factory, which shall 
mercifully remain nameless 

This particular factory is a two 
way operation, One section of the 
factory manufactures popular items 
for department stores. The other 
section makes parts for industrial 
products sold to other factories 

The sales force is completely in- 


dependent of production, and vice 


versa, Liaison communications 


between the two vital segments of 


38 


the operation are maintained by 
normal channels familiar to all 
American business firms. 

It is this “communications as 
usual” policy which has_ finally 
come under review at this factory 
due to a recent $183,000 mistake. 

At first, the factory’s general 
manager got himself into an em- 
barrassing position by jumping to 
the faulty conclusion that all pro- 
duction errors should be blamed on 
the production department 

When the $183,000 order of re- 
jected merchandise was brought 
back to the factory, the general 
manager decided to use the occasion 
to “punish” the responsible parties. 
The technical director and produc- 
tion supervisor were called down to 
watch the unloading of $183,000 
worth of machine gaskets returned 
by a big customer, “Unsatisfactory 
performance due to over-large tol 
erances,”’ was the reason given for 
returning the product 


Crime, Punishment 


Nothing was said all during the 
unloading process. The general 
manager’s obvious intention was to 
make the two production men feel 
ashamed and repentant for the 
“crime” which had been committed. 


By Manuel Almada 


Unfortunately for the general 
manager, the act had quite the 
reverse effect on the two production 
men, Having been put through this 
meat grinder before, they had been 
saving up ammunition for just such 
an occasion. 

gack in the general manager's 
office, after the unloading, they 
were given the old I-want-to-be- 
fair-to-everyone-concerned, what’s- 
your-explanation? routine 


Answers, Please 


The supervisor had a barrage of 
answers ready. 

“Since the returned product came 
out of my production section, I 
personally investigated the 
trouble,” he said. “Until the time 
I received oral orders--later con- 
firmed in writing--from the tech- 
nical director to stop production, 
our section made those gaskets 
precisely according to blueprint 
specifications. Look, please.” 

The supervisor brought out a 
stack of papers 

“Here is the production blueprint, 
the spec explanation, the 
tolerance directive. You will notice 
that all these papers were approved 
by the customer’s own production 


sheet 


engineers 


AMERICAN BUSINESS 





“You know something, sir? I 
think we have a good case for 
refusing to accept those returned 
goods. Look. Here’s the technical 
director’s memo verifying his oral 
order, Notice the date and time. 
Now here’s the inspector’s report 
on the last shipment that went out 
just before we stopped production. 
Everything according to the cus 
tomer’s own 
the stop-order 


specifications before 
came through. He 
has a nerve trying to make us pay 


for his mistakes!” 


Unexpected Opposition 


The general manager frowned. 
This interview wasn’t going quite 
the way he had planned it. 

“T don’t think we can make him 
take back those gaskets. This cus- 
tomer provides us with a large 
portion of our total business. I don't 
think we could operate in the black 
without him. We'll just have to 
absorb the loss ourselves.” 


This interview wasn't going the way 


the general manager had planned 


The supervisor put on an inno- 
cent expression and applied a little 
local anesthesia where he was about 
to make the “incision.’ 

“You're a fair-minded man, sir. 
Do you think it’s fair to charge that 
loss off as a production expense?” 

“Where else should we charge 
a 

“Why not to sales? After all, it’s 
really a goodwill expense, isn’t it?” 

He winced at that (The 
general manager and the sales man- 
ager of this factory are lodge 
brothers. ) 

“Wait a 
forgot one detail 


one, 


said. “I 


absolves 


minute,” he 
which 
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An erring scale 
makes figures lie! LZ 


Your post il scale may show 6« postage needed 
for a 3c letter. Since it weighs just a shade heavy, it’s 
picking your pocket On as few as ten overpaid 


letters a day, the erring scale would cost you $75 a 


year! So check up. If your scale ts lying replace it 


with one of Pitne Bowes precision scales 


This new, low-cost “4900” ts the soul of honesty 


and accuracy. It weighs mail from 4% oz. to 1 Ib 


The computer cylinder shows the exact amount of 


po tave needed. You cut down the overweighing 

that lo money, and the underweighing that loses 
good will through annoying 
postage dues.” 

Five other models include 

a parcel post scale weighing 
up to 10 Ibs. Just call the 
nearest Pitney-Bowes office for 
a demonstration, or write for 
tree illustrated booklet. 

= PITNEY-BOWES 


i) Mailing Scales 


omume 44 Walnut St 


Stamford, Contr 


VMadel he originator of the 
inf 





CUT COSTS WITH 


DARTNELL FORMS 
SAVE TIME AND MONEY 


SALESMAN’S APPLICATION BLANK—l 


concerns to find weak 


sed by more than 3,000 


points in applicants for positions as sales 
men, A four-page 


814, by 11 inche 


form embodying the best features of many forms, 


Blanks: 


Auto Expense Blanks: 
| 


Other Dartnell forms are General 


Automobile 


Application 
Book 


expense 


Account Forms expense 


Salesmen’s Reference Form 
ss « « 
Write for FREE Samples 


THE DARTNELL CORPORATION 
PUBLISHER 


4660 Ravenswood Ave., Chicago 40, Illinois 








COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 


COFFIELD 
EVERLASTING 


Interchangeable 


ORGANIZATION ~~ ee 


CHART oe 


EASY TO CHANGE = 


A typist, a typewriter — typing paper are all you 
need to one your chart up to date, It's that simple! 


~ —- 
~ 


* Sizes to Fit Any Orgenization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

+ Invaluable as a Visual Training Aid 

+ All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Pree 16-Page Catalogue 
with Price Schedule No, AB-12 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 


we SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines 
waste paper, tissue, cellophane, corru 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur 
poses. Especially adapted to shredding 
confidential records, blueprints, etc., per 
mitting the return of this high-grade paper 
to the paper mills, for re-use 


Compact, economical, safe. AIL revolving 


wre covered. Lastantly adjustable. Shrede 's 


‘ Designed for continuous and trouble-free 


service 


FREE TRIAL 


Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 
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the customer from blame. Accord- 
ing to the customer’s protest to me, 
his first request for tightening the 
dated 11 days be- 
fore the stop-production order was 
issued.” 

The technical director stepped 
into the act. “I ordered the produc 
tion stop five minutes after I read 
the memo from the sales office 
Here is the Notice the 
date?” 

The general manager's face 
turned a little red 


tolerances wa 


memo 


“I don’t think any one person in 
the sales office is to be blamed, sit 
It’s the system,” the 
said tactfully. 

‘The system? 


superviso! 


Soft and Unclear 


“Our communications system is 
way behind both our production 
not only 


factories 


and our sales systems. It’ 
in our factory, but in 
everywhere, Look at what hap- 
pened in this case, A field salesman 
got a production complaint from a 
customer. Does he have the right 
to put through a long-distance call 
to the technical director and start 
the correction machinery? He does 
not 


“Often there is so much economy 


pressure on the sales office, the 


salesman cannot even phone in the 
customer's complaint. So, he writes 
it in, along with his evening report 
if he remembers to do so. Quite 
often the reports ar? never read 
Sometimes the salesman submits 
the customer's complaint separate 
from his evening report, but re 
quests no specific action to correct 
Ph 

The yveneral manager was ini 
pressed, “The cu 
quested an adjustment in 
erances, And that change was 
made unfortunately it was 
made 11 days late.” 

“I think you'll find that the 11 
days were used up in the mail, and 
in the general office sorting the 
mail and routing it to the proper 
And that complaint 
couldn't get acted on any faster be 


stomer says he re- 


spec tol 


channels, 


cause it first had to go to the sales 
reports desk, then to the sales man- 
ager’s secretary, and finally to the 
sales rnanager. The sales 
then authorized passing it on to the 
technical director. Meanwhile, we 
kept right on producing and ship 
ping stuff which the customer had 
already said he would return.” 
The general manager shook his 
head. ‘Well, looks like we'll have 
to find some way to speed up our 


manapel 


communications 


The supervisor quietly handed 
him three slips of paper. 

‘These might help.” 

“What are they? 

‘Three copies of the same idea. 
Three times I have put a recom- 
mendation in the suggestion box to 
give our field salesmen the right to 
rush-call all production complaints 
production 
to the technical director. At 
least we can stop waste production 
till the TD gets the produciion en 
vineers to check the trouble.”’ 

That was that. 


or custome! 
direct 


requests 


Status Still Quo 


The supervisor told the writer of 
this article that he does noc think 
any drastic changes are goi! t 
come of the incident. 

‘The sacred cows of our top- 
management echelon prefer letting 
the channels of authority 
bottlenecks rather than surrender 
a point of 
marked bitterly. 

Suddenly he smiled. ‘“Howeve 
in my case one victory was attained. 
I doubt if the general manager will 
invite me to inspect any future 
shipments of returned products!” 

The moral of this article is plain: 
Whenever we obstruct or clog com- 
munication between selling and 
production, we increase the prob- 
ability of costly errors 

Are you sure it couldn't happen 
in your company? 

And on the positive side, are you 
sure your company has done all it 


become 


prerogative,” he re 


can to achieve close co-ordination 
between sales and production——and 
the fruits such a happy relationship 
brings? 





New Sights on Horizon 


Sputnik has 
expected affect on the American op- 
tical industry. The chance to view 


tussia’s had an un- 


the tiny moon as it speeds around 
the earth has caused people to flock 
to the 


teles« opes 


stores for binoculars and 


Bush- 
reports 


One optical company, D. P 
nell in Pasadena, Calif., 
the moon is moving too fast to be 
picked up with a high-power nar- 
row-field instrument. The firm rec- 
ommends a wide-field telescope or 
binoculars with low magnification. 
Said one “Actually, 
Sputnik isn’t so much, Between our 


technician: 


regular work and crowds of moon 
gazers, we're going around in 


circles, toc 
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Dual-Combination Machine 
Offers Paper Tape Record 


The National Class 31 accountings 
machine-recorder combination i 
equipped with a pape! tape recorde! 
to increase program capacity. When 
coupled with card-punching machine 

it offers punched-cards as a_ by 
product. Ten-column capacity and at 
electrified typewriter are also avail 
able. The National Cash Register 
Company, Dept. AB, Dayton 9, Ohio 


Tempo Correction Fluid Has 
New, No-Spill Container 


Tempo correction fluid now comes in 
a square glass bottle with an insert 
in its neck to prevent accidental 
spilling and help stop evaporation. A 
nylon brush is provided with this 
nonburnishing correction fluid. Milo 


Harding Company, Dept. AB, 500 


Monterey Pass Rd Monterey 
California 
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Datatron 220 EDP System 
Offered by ElectroData 


Datatron 220 electron lata pro 


ten 


m 

puter 
memory 
supply 
Burroug 


Collator Gathers Sets at 
Rate of 16,000 per Hour 


Model &5A_ eight-station 
handle heet Irom fi 
inches to 11 by 14 inche 


from nine-pour 


papet 
110-pound bec) pre It 
the rate of |b, ! 
ton Corpo if 


con St.. Br 


Marchant Calculators, Inc. 
Makes First Adding Machine 


machine ha 

" ind subtotals 
ubtractlo true credit bal 
qd tight touch The machine 
lectrified model 

design Adding 

tumn totaling 1 

hant Calculator 
Powell t 


Perf-O-Reader Translates 
Perforated Numbers 


Pert-()-Reader reads legible p 
rated number and automaticall 
msiate them for use in electronic 

processing equipment, It tran 

perforated number into 
ed tape, punched cards, o1 
tape The machine erve ‘i 
for computer systems, tape-to 
punch machine transceiver 
ronically wtuated printer 
ind) calculator Cummin 
» Corporation, Dept AB, 4740 


dj \ ve Chicago 40 Ii} 


‘Executive Suite’ Steel Desk 
Has Appearance, Usefulness 


bs live ite Model 4073 

lest feature i H- by s9-1n 
perforated bach panel 

; 


ipered 


im hardware | 


drawet 

» the appearance 
desk. A match 
1041, has a back 
ny, } 


forave cahbi 


facturing Com 





Dav-A-Matic Duplicator Has A 
Automatic Plate-Changer 


\ producer of quality offset in blac 
A-Matiec duplicating 
an automatic plate 


or color, the Day 
machine feature 
changer that allows the machine to 
run all day without iis having to be 
topped to change master A uni 
ersal systems feed combine auto 


suction feeding with manual 


mati 
feeding for all types of duplicating 
Davidson Corporation, Dept. AB, 29 


hkiverson ! hbrooklyn ) i Y 


Royal McBee Offers LGP-30 
For Small Computer Needs 


kor the company that does not have 
enough work to warrant a. larye 
L44P?-30 may be the 


electronic computer in 


computer, the 
answer, ‘Thi 

cludes an electric typewriter with a 
tape punch and reader, Op 
input 


paper 
tional, higher 
output equipment includes a photo 


performance 


electric reader which operates at 200 
characters per second and a mechan 
ical reader and punch which operate 

at 2O character Royal 
McBee Corporation, Dept AB, Port 
(‘hester, N. ¥Y 


per second 


Messages in Perforated Tape 
Sent, Received by Model 179 


The Kleinschmidt Model 179 handles 
both telecommunications and the 
electrical transfer of data in data 
processing systems. It combines two 
repertorator unit and two. tape 
transmitters in separate consoles 
which permit the transmission and 
reception of message in perforated 
tape form. The unit also capable 
of tape 
transmi 
It can be adapted to a 
to-point hookup or widespread net 
work. Kleinschmidt Laboratori 
Inc., Dept. AB, Deerfield, Il 


reproductior for multiple 
ion of the ame message 


imple point 


Met-Ell-Walls Are Movable, A 
Easy to Set Up, Attractive 


Met-kll-Walls, movable metal office 
partitions, are easy to set up and 
interchangeable. Partition assemblies 
come in 11 lengths and three heights 
12 inche D4 inche and 66 inches 
Ihe i 2-3/8 inche thick. Panel 
offered in clear gia 





Verifax Modification Kit 
Permits Wider Copying 


A Verifax nine-inch modification kit 
permits users of the Kodak Verifax 
copier, Jegal-size, to copy originals 
up to nine inches by 14 inches. The 
kit is valuable in copying forms that 
extend to the margin of the pape: 
In addition, it facilitates the prepara 
tion of offset masters via the Verifa» 
offset method. The kit 
papel tray 


includes a 
nine-inch-wide cop 
adapter guide, and 
nine-inch-wide 


matrix dispense! 
Larger 
Verifax matrix and copy paper are 
also available. Eastman Kodak Com 


pany, Dept. AB, Rochester me 2 


squeegee 


textured glass, insulated steel, acou 

tical steel, cork, chalkboard, and peg 
board, Met-Ell-Walls are finished in 
driftwood tan, surf green, and neutra 
tone gray. Yawman and Erbe Mf; 
(o., Dept. AB, Rochester, N. Y 


Cobalt Blue Process Sets 
Produce up to 350 Copies 


Cobalt Blue Proce master unl 
for duplicating are clean to use 

type, to correct, to file, and to re-run 
No per ial machine ol pape! are 


required; owners ol spirit duplicator 
can use machines they now posse 
The proces Will produce up to 35 
harp cop Old Town Corporatior 
Dept. AB, 750 Pacific St Brook 

: New York 


Addressograph Class 200 for 
Fast, Repetitive Writing 


The Adadre ssograph Class 200 |} cle 
signed for fast, error-free repetitive 
clerical operations It 


mechanized writing 


writing in 
makes possible 
of all types of repetitive 
payroll 


lata for suc! 
shipping 
routing, manufacturing, billing, ma 


departments as 


ing, accounts receivable, and account 
Addressograph-Multigrap! 
Dept. AB, Cleveland 17 


payable 
Corporation 


Ohio 
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Card-Finding With Revo-File 
ls Fast, Easy, Economical 


Metal Modular Furniture 
Gives Variety of Choice 


Executive Techniplan metal modular 
furniture offers a choice of desk and 
auxiliary tops, pedestals, end legs 
and panels, Fach station is individu 
ally finished in three colors. The 
body color appears on sides of pede 

tals, filing units, bookcases, edges of 
tops, and legs. The accent color i 
on drawer fronts and on sliding door 
of cabinets. Tops are of Micarta 
laminate in the third soft color. The 
Globe-Wernicke Co., Dept. AB, Cir 


cinnati 12, Ohio 





WORTH WRITING FOR 


The following literature is of special COMBI 


interest to executives active in busi ogee — 
ness management. It is current, and ony nahin 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 
booklets are completely exhausted 
Requests for these booklets may be 


sent direct to the companies listed 





CHAIRS from the executive type to 
specialized production models for 
factory service are described and 
pictured in a new, two-color catalog 
Copies may be obtained from. the 
Do/More Chair Company, Inc., Elh 
hart, Ind 


A FOUR-COLOR BROCHURE ce 
scribing a new line of steel office 
partitions contains illustrations of 
office arrangements, together wit} 
floor plans, data on_ installations 
colors, sizes, and specifications. Copic 

may be obtained from Ferrometal 
Partitions Division, Milwaukee 
Stamping Co., 2530 W. National Ave 

Milwaukee 4, Wis 
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divide and 
conquer the 


small space probiem 
e,°¢ 


FREE STANDING STEEL 
OFFICE PARTITIONS 


Divide your present space with 
PARTITIONER and your’ personnel 
can reach peak productivity in the 
p acy of individual working area 
PARTITIONER impresse client 
builds company morale 
Modern decor colors, vy cost, flexible 
earrange any time, take them 
you move Ou pace engineect 
\“ gladly help you plan an efficient 
layout ith PARTITIONER 
Write today for complete titerature ! 
MARNAY SALES DIVISION 
R KAWAY METAL PRODUCTS CORP 
1270 Broadway, New York 1, N. ¥ 





go 
ll ‘SAFE TRAVEL 
Budlt-In POCKET 


carried |.D.P. Tape 
as part of your 


LITHOSTRIP 
“aLITHOSET 


POCKET FORM 


Se 

Smart? You bet! Simple? Take a look! Per 
fect transportation keeps your important 
LDP tape sofe and permanently identi 
fied in the “mother form” unit 

PREVENT lost, mis-tiled or damaged tapes 
SAVE costly filing and finding time 

We'll make the pocket fit 1D.P. TAPE or 
PUNCHED CARDS 


copy in your Continuous or Unit Form sets 


FREE POCKET FORM SAMPLES ON REQUEST 


on the back of any 


We engineer many 


f y CONSULT Tt 








Major General William ©. Reeder 
Called “An Approach to Executive 
Controls Through Programming and 
Budgeting,” it may be obtained for 
$1.00 from Business Research Center 
College of Business Administration 
syracuse University Syracuse 10 
New York 


DOLIN MOBILE storave system of 
eliminating wasteful aisle space per 
mits seven, eight, 10, or more rows 
of storage equipment to only one 
aisle, A brochure, “A New Standard 
which de 
cribes the system is available from 
Mobile Storage Division, Dolin Metal 
Product Irie 315 Lexington Ave 
Isrooklyn 16, N. Y 


for Space Utilization,” 


AN OPEN HkLE filing unit that 
according to the manufacturer, saves 
Almost 60 percent in floor space at 
one-third the equipment cost is de 
tailed in a new brochure, Copies of 
the brochure deseribing Verti-File, 
the new unit, may be obtained by 
writing to Deluxe Metal Furniture 
(‘o., Warren, Pa 


HOW TQ SAVE on. labor papel 
tencils, and inks is the subject of a 
new booklet, “Tempo Jetdry Ink.” 
The booklet tells how to obtain better 
fencil duplicating results with any 
make of stencil and all makes of 
machines, new or old. Milo Harding 
Company, 102 Tempo Building, Mon 
terey Park, Calif 


AN ATTRACTIVE Lettering Styles 
Selection Guide features 100) new 
styles, in addition to Filmotype's 
regular lettering fonts. The guide 
offers useful ideas for incorporating 
the latest lettering trends into any 
heading or layout. For a copy, write 
to Filmotype, 7500 MeCormick Blvd 
Skokie, Ill 


THREE LINES of electric drinking 
water coolers and cooler accessories 
are described in a four-page, two- 
color bulletin that) gives specifica- 
tions, including capacities for 18 
coolers, It also tells how to select 
the right water cooler for a specific 
application, how to determine capaci- 
ty, and where to put the cooler 
Copies of bulletin No, 4D may be 
obtained from Cordley & Hayes, 443 
Fourth Ave., New York 16, N. Y 


INTERCHANGEABLE = applications 
of automated processing to office ma- 
chines are shown in “Integrated Data 
Processing.” The 35-minute, 16mm., 
sound and color motion picture can 
be rented from the National Office 
Management Association, 1931 Old 
York Rd., Willow Grove, Pa 


Ad 








Cilterd. from Reatlert 


Uncomplicated Wall Charts 


We want a simplified wall chart 
method of recording the status of 
Various engineering and research 
projects -something which dispenses 
with symbols, gadgets, and compli 
cated explanations for interpretation 

Could you suggest sources? —G. H 
RALEY, 
ards and 


stand- 
Fafnu 


enginecring manager 
proce dure The 


Bearing Company 


We are sending along photocopies of all 
the items weve run in AB on this type of 
equipment. From these you can choose which 
most closely suits your purpose. Most control 
charts use symbols to represent cumbersome 
explanations or figures. When you discard 
the symbols, you're left with the basic facts 
or figures. If these aren't too numerous or 
lengthy, they can be incorporated into the 
type of control board that provides removable 
cards for posting information. While this 
system may lack some of the large, billboard 
possibilities of systems using bands of color 
or symbols, it does have the virtue of giving 
close-up factual information without need for 
interpretation. Perhaps one of olr readers has 
another solution for this problem they would 


like to pass along to Mr. Raley 


Happy Birthday 


May I extend to you a long-dis- 
tance handshake of congratulations 
on the 40th anniversary of Dartnell 
as I noted in the November issue 
You have come a long way, and have 
rendered an invaluable service to 
thousands of businessmen throughout 
the country 

One of my great delights is the 
knowledge that I have a Dartnell 
Gold Medal Award for lettercrafts 
manship. Dave L. Tandy, chairman of 
the board of Tandy Industries, never 
tires of referring to this when intro- 
ducing me to ftriends and business 
people 

Naturally, I continue to read 
AMERICAN BUSINESS. I was pleased 
with the November Publisher’s Cor- 
ner; and then, turning to page 6, I 
was inspired by the short article 
concerning Olen Company 

The picture of Colonel Russ Hill 
brings back pleasant memories. As 
chairman of the program committee 
of one of the annual sales banquets 
here in Fort Worth, I was fortunate 
in arranging to have Colonel Hill as 
our speaker, Although the magazine 
came to my desk only yesterday, I 
have read his article twice 

“The Christmas Party” article has 
already been passed to those who 
plan a Christmas party here this 
year 

And so we go from article to article 
ail interesting and informative. Again 
may I say that I hope you enjoy 
many years of continued success in 
your publication... H. N. Fiscu, public 


relations, Tandy Leather Company 
300 Throckmorton Fort Worth 
Tevras 


See-Through Chair Mats 


Will you please give us price and 
any other information that you have 
on the transparent office chair mats 
on page 46 of the September issue 
kk. E. MCMULLEN, purchasing agent 
Citizens Gas and Coke Utility, 2020 
N. Meridian St Indianapolis 9 Ind 


These chair mats are manufactured by 
Delta Products, 1400 Henderson St., Fort 
Worth, Texas. They are sending you complete 


information 


Men in Meetings 


May we have permission to repro- 
duce about 50 copies of the article 
“Handling Men in Meetings” from 
your December 1954 issue? Our Sales 
Department considers this presenta- 
tion, and its psychology, one of the 
best they've ever seen.—E. B 
KNOWLTON, public relations manage) 
Norton Co., Worcester 6, Mass 


Gladly 


Top-Drawer Projects 


To your question of what problems 
management men will consider most 
important in 1958 (“Presidents’ ‘Top- 
Drawer Projects for 1958," August 
1957), I would add: 

The problem facing American busi- 
ness is one of motivating the creative 
efforts of top management and execu- 
tive-level personnel. In order to in- 
crease sales and maintain high-level 
profits to support expansion opera- 
tions, the leadership of a company 
must be strongly motivated. Expan- 
sion and dynamics of an operation go 
hand in hand. Without one, the other 
is impossible. It’s the dynamism 
that feeds fuel to move the organi- 
zation forward. The dynamics of an 
organization is only as vigorous as 
the motivation of its top leadership 

We are making a study of how to 
motivate key personnel to achieve 
ever-increasing company objectives 
and hope that by 1958, we will be ina 
position to put the results of our 
findings into practice as _ possible 
solutions.--ALEx M. Lewyt, president 
Lewyt Corporation, 43-22 Queens St 
Long Island City 1, N. Y 


Executive Planning Charts 


Have you issued a current AMERI- 
CAN BUuSINESS portfolio of executive 
planning charts?—-MorTon GOLDMAN 
office manager, Tube Distributors Co., 
Inc., Garden City, N. Y 


We believe you refer to the expense con 
trol chart contained in our “Management De 
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velopment’ portfolio. It points out 189 bus 
ness operations which afford opportunities to 
cut expenses and speed the growth of a 
business. Also included are executive develop 
ment bulletins, discussion group moterials 
and cost-cutting ideas. The portfolio is given 
free as a premium with a 15 month magazine 


subscription 


Vending Machines 

I would like to find out the manu 
facturers, prices of machines, and 
other pertinent information on vend 


nn Soe | GOT HIGH-PRICED HELP > 
ee ee ee » LOOKING FOR RECORDS « 


dispensers, and so fort! l 

you give me the names o azin LOW-COST “CONVOY" 
that deal with vending m e STORAGE FILESe 
MurRRAY Cont : = 
Truck Sto} Metuche 


The National Automat 
sociation put > ‘ ' ' tomatic 
Merchandising stir ‘ ng mo 
chine manuf ‘ < ' f there 
are four 


Journal, ¢ 





. » 
are tantly available What a time and 


INDUSTRIAL PLANT PROTE 
TION. By John Richelieu Davis. Mi 
Davis is an authority on all phase 
of industrial security. He operate 
plant protection consulting firm set 
ing a variety of businesses, and act 
as security co-ordinator for The 
Hallicrafters Company. Drawing 
from his years of practical experi 
ence in creating a text on the prob 
lems and methods of fulfilling the 
necessary safeguards for industry 
Mr. Davis has written one of the 
most comprehensive and practical 
books yet offered American manage 
ment on the subject 

As Dr. Albert C. Germann, assist 
ant professor of police administration 
and instructor in industrial security 
Michigan State University, who 
writes the foreword, says, ““Whethe 
the plant employs a hundred or se 
eral thousand, the material is equall 
applicable.” 

The author covers every phase of 
industrial security trom guard 
administrative level. Beginning w 
the requirements for selection 
plant protection officers, Mr. Davi 
traces training methods, teaching pro 
cedures that are most effective 
public relations aspects of industrial 
policing, legal problems, and element 
of criminal law that apply to special 
police, Section One also includes it 
terrogation techniques, use of lie 
detectors, use of firearms, funda 
mentals of self-defense, fingerprint 
ing, plant patrolling, burglary pro 
tection, and other basic component 
of a fully trained protection police 
officer 

An entire section is devoted to 
types of report writing, for, as the 
author observes, “No matter how 
small or large the business, the writ 
ten report serves a very necessar 
function in that business. Plant pro 
tection officers are no exception 
This section is liberally sprinkled 
with different types of forms cur 
rently in use and = techniques for 
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discussed subject with a new ap- 
proach, Instead of the usual classical 
formula, this book (in the words of 
the preface) “examines the problems 
of accelerating development in poor 
countries and maintaining develop- 
From the 
history, and 


ment in rich countries 
viewpoints of theory 
policy, it attempts “to explain the 
forces that give long-period growing 
power to an economy.” 

While this is another of the many 
books currently appearing on eco- 
nomic theory, certain sections have 
an immediate interest to the prac- 
ticing businessman these include 
especially the chapters on market 
development and in investment cri- 
teria. John Wiley & Sons, Ine 140 
Fourth Ave New York 16, N Y 
5RS pp $8.50 L.L.L 


ECONOMIC BACKWARDNESS 
AND ECONOMIC GROWTH. By 
Harvey Leibenstein. The author is a 
professor of economics and a former 
member of the economic staff of the 
U. N. His book is one of a series from 
the research program of the Institute 
of Industrial Relations of the Univer 
sity of California, It is strictly by and 
for those who expertise (page Bergen 
Evans) in demography, to whom its 
subtitle, “Studies in the Theory of 
Economic Development,” will com 
mend it. John Wiley & Sons, Inc., 440 
Fourth Ave New York 16, N. Y 
295 pp $6.75 L.L.L 


INTERNATIONAL AND INTERRE 
GIONAL ECONOMICS. By Seymour 
BE. Harris. A unit of the publisher's 
ERconomics Handbooks 
authored by a professor of economics 
at Harvard, this volume is concerned 
with the theory of international eco 
nomics and its connection with world 


Series, and 


economic problems of 1946-56. Al 
though much of the book will be of 
interest principally to the academi 
cian, the chapters on the dollar short 
age and on international trade will 
be of value to all concerned with 
overseas markets, McGraw-Hill, Inc 

330 W. 42nd St., New York 36, N. Y 
564 pp. $7.00 LLL 


AMERICAN IMPORTS. By Don D 
Humphrey. This book, says the dust 
jacket, “traces the troubled history 
of American policy on imports, with 
particular emphasis on the tariff." A 
study jointly sponsored by the Twen 
tieth Century Fund and the National 
Planning Association, as a contribu 
tion to American international policy 
the book ends with a policy statement 
which argues for tariff legislations 
that will place over-all national in 
terests above individual industry and 
regional ones. While the conclusions 
arrived at will obviously not find 
universal acceptance by readers, the 
recommended to all 
serious students of the tariff policy 
and related problems of world trade 
Twentieth Century Fund, 330 W. 42nd 
St., New York 36, N. Y. 546 pp. $6.00 

boMeds 


book is highly 


VENEZUELA: BUSINESS AND 
FINANCES. By Rodolfo Luzardo. “A 
clear and authoritative picture of the 
total economic resources and poten- 
tial of this rapidly maturing South 
American country,” says the subtitle 
of this short but informative book 
Of no great general interest, but a 
useful volume for those who are 
working, or planning to work, with 
the area covered. Prentice-Hall, Ince 
Englewood Cliffs, N. J. 167 pp. $4.95 
L.L.L 


ECONOMIC ANALYSIS AND 
POLICY IN UNDERDEVELOPED 
COUNTRIES. By P. T. Bauer. Three 
lectures delivered by Mr. Bauer, of 
Cambridge University, at the Com- 
monwealth-Studies Center of Duke 
University, considering (1) the scope 
and limitations of economics in the 
study of underdeveloped countries 
(2) a review of current activities in 
these areas; (3) political and prac- 
tical problems. Not for the general 
reader, but a most scholarly and 
stimulating work for those with spe- 
cial interests in the economic prob 
lems of Asia and Africa. Duke Uni- 
N.C. 145 pp. $3.00 

LAde 


versity, Durham 


IT PAYS TO BE HEALTHY. By 
Robert Collier Page, M.D. “If you 
try only to do your best, you will do 
better than you think. If you try to 
do better than your best, you will 
do worse than you think.” More or 
less, this is the theme that weaves 
through the pages as Dr. Page makes 
his two chief points: (1) Total health 
the health of the whole man, has 
become the concern of everybody in- 
terested in human welfare 
affects the entire man; it is not 
limited to an anatomical part. (2) The 
difference between the 
man and the nervous wreck is that 


Disease 


successful 


the former knows his limits and stays 
within them. ‘“The successful man is 
also a man who will turn down a 
promotion if he is not promotion ma 
terial,” the author stresses 

Interesting, albeit morbid 
nail sketches show what happens to 


thumb 


the man who overeats, overdrinks, o1 
overworks,. Other chapters take some 
of the unnecessary fears out of heart 
disease and cancer. Choosing a doc 
tor, taking a medical examination 
and planning for retirement are ad- 
ditional chapters that will interest 
the executive Prentice-Hall Inc 
Englewood Cliffs, N. J. 285 pp $4.95 

R.A.D 


HIGHER MANAGEMENT CON 
TROL. By T. G. Rose and Donald E 
Farr. Here is a management book 
that lives up to its dust-jacket ex 
pectations! It grew trom three books 
by Mr. Rose published in England 
Higher Control in Management, The 
Internal Finance of Industrial Under 
taking, and Business Charts 

For a business executive to make 
proper decisions and to initiate top- 
level action when and where neces 


sary, he must have a clear under 
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Standing of the position which his Energetic 0 Prove 

company is in from every standpoint Methods.’ SERVICES d SUPPLIES 

that can have an influence on its This book, w1 n for ! an 

over-all success manavemetr 
This book aims to equip managers ivoid sucl ' 

with that perspective. It is dangerous EDPM instal ol tI Manuscripts 
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e t y eslgned t he All subjectea wel 
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ye ’ ‘ i dietribution 
your MS directly 


in touch with the progress of business for Busine 

is a Whole and with the depart plained what 

mental activities of his company? company place - 
The authors, who divide the neces complex, expe! ‘ | Business Booklets 

sary knowledge into “external” and helpful equipment 

“internal,” have organized a method Both books belongs 

they call “Higher Control.” In their of any company installing or plan Now Is the Time to 


book they describe and explain the ning on installing EDPM. John Wiley 
four sectional activities of their con & Sons. 440 Fourth Ave New Yorl Step Out and Sell/ 


trol: (1) the business position, (2) the 16 93 pp. $6.00 

o , 16, N. ¥. 1 / By William E. Holler 
operating position, (3) the profit-and 

loss position, and (4) the financial © this 80-page booklet, Bill Holl 
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In addition to its substance, which 


« savvy” that led this former sale 
gives one something to chew on, the . IRGANISATION., By ft re / of General Motors’ Chevrolet 
book’s style is effective—-brisk, clear The Britist pening baad ide “te ¢ nant yom te aan Phas 
and interesting. McGraw-Hill, Ince promptly di ns pe 
330 W. 42nd St., New York 36, N. Y ish book. It lone ind od ged «anh o —— 
290 pp. $6.50 It is Mr 
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DATA-PROCESSING SYSTEMS systematic gro , ' so 

By Richard C, Canning. The author ion of . ; THE DARTNELL CORPORATION 
a mathematics major in college, i a “s en : : 4660 RAVENSWOOD AVE 
both an electronics engineer and a ; . . 5 es CHICAGO 40, ttt 








business consultant who has installed . YT ; —-— ————$_—_—_—_——_——— —_— 
data-processing systems in cost con 
trol, production control, purchasing 


and other management spheres for a 
number of large corporations Photo Credits ~ ~ ~ ~* *~ * 


The initials, EDPM, Mr. Canning BS tebe tic BORDEN and BUSSE in 


reminds us, stand for Electronic Data 


Processing Machines. But “some or ge 2 Phots ipher 
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nition of these same initials: ‘Fver 
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A Salesman's Year 


All indications are that 1958 will be the year 
that most salesmen have been waiting for-—a 
vear when a real closer can prove that he has 
what it takes. While the lull we are having may, 
as many contend, be healthy for the economy, 
it is certain to be very unhealthy for those who 
plan to “sit it out.” No one can say for sure 
how long our rolling recession will last. [It may 
last six months; it could last six years. Those 
who will feel it the least will be those who are 
veared up lo do a sre al Sf ling job especially 
in the first six months of 1958. Savings show 
that people and corporations have the money 
lo buy. What they don't have is the urge to 
huv. Consumers are uncertain about their jobs. 
Shrinking profits on securities make business 
men feel poorer than they really are. They are 
choosy and price-conscious. Yes, 1958 will be 
the kind of year your salesmen should welcome 

.a year like we used to have, when Fortune 
smiles upon the company with the big: value 
line and a hard-hitting sales organization. 


Faded Allure 


Stock options oa fringe benefit: for execu 
tives have lost some of their incentive power 
through the market's general decline. Oppor 
tunities to buy company stock at fixed prices 
appealed to eligible executives when the bull 
market bloomed. Many companies used options 
to recruit and retain key executives. Typically, 


the executive was given a chance to buy his 


company’s stock at about 95 percent of market 
price the day the option was granted: son 
COMpanies even dropped the option price down 
to 85 percent, the lowest permitted by the Rey 

enue Act of 1950. To qualify for capital gains, 
one must hold on to the stock for at least two 
vears after receiving the option and six months 
after exercising it, Some are grumbling. “Pvc 
vot an option you can have,” one announced, 
Giving an executive a “price” on company 
stock is, in essence, giving the managerial class 
a chance to share the risks as wellas the fruits 


of owne rship. 
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Revoke the Hunting License 


‘Testimony before the Senate’s special labor 
rackets committee has startled even some of 
those who thought they knew something about 
the teamsters’ wide-ranging organizing efforts. 
It would certainly dismay the men who 
founded this country’s labor movement Sam 
ucl Gompers and colleagues who wanted only 
crafts unions. While it is wistful to dream of a 
return to the old “vertical” guilds, it is not 
naive to think of the teamsters confined to their 
barn. vAs long as a union’s charter is an open 
season hunting license, it will be an invitation 
to “avaricious, power hungry men to musele 
their way to power. 


Dancing a Minuet 


‘Some businesses are suffocating individual 
isms Within their ranks through too much or- 
vanization.’ This was the recent charge of 
Melvin HE. Baker, board chairman of National 
Gypsum. Mr. Baker must have seen some of 
those company manuals that reduce executive 
action to the rigid formality of an T8th-century 


minuet, 


Management in Russia 


An American who must rank as one of ou 
top two or three Russian experts has pointed 
to a chink in the Soviet armor. George IF 
Kennan, a 80-year specialist in Russian affairs 
and United States ambassador to that country 
(until the Kremlin demanded his ouster). re 
cently told a British radio audience that the 
U2 S.S.R. faces a tough economic haul. “Rus 
sia has been enjoying up to this point many of 
the possibilities for rapid growth that attend 
arelatively carly stage of industrialization. But 
her economy is now coming into maturity: She 
is beginning to run up against problems — or 
vanizational problems, manpower problems, 
and others which are familiar to all the ad 
vanced industrial countries.” In short, the 
Communists are just beginning to face the 
challenges that American management has 
been surmounting for 50 years and more. 
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Sales show on the road 


THE EASY WAY 


Writing 
Casting 
Directing that pays off handsomely in sales. Professional 
Skits 

Speech Coaching 
Motion Pictures 


Live stage shows create the kind of selling spirit 


help in readying shows for the road... and keeping 


oti Macnab them at top efficiency on the road pays off in effectiveness. 
Slides and Slidefilms For a selling show that will be fast-paced, hard-hitting, 
Portable Stagettes 
Meeting Equipment entertaining . . . both practical and highly professional, 


Demonstration Devices 
call for... 
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